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INTRODUCTION

The American Recovery and Reinvestment Act (ARRA) High Growth and Emerging Industries (HGEI)
grantees are required to submit quarterly progress reports to the U.S. Department of Labor,
Employment and Training Administration (USDOL/ETA). The Recovery Act Data (RAD) System provides a
vehicle that allows grantees to comply with the reporting and record keeping requirements of the grant.
ARRA HGEI grantees are required to use the RAD system to collect, track, and report participant
information for the purpose of generating and submitting the Quarterly Progress Report, which consists
of the Quarterly Performance Report, also known as the ETA-9153 Form (submitted by all grantees
except for State Labor Market Information Improvement, Green Capacity Building, Category 1 - Health
Care Virtual Platform, Category 2 - Enhancing the Ability of Community- and Faith-Based Organizations
to Deliver Virtual Career Exploration Services, Including Health Care Careers, and ARRA of 2009 Health
Care Pilot grantees) and the Quarterly Narrative Reports (submitted by all grantees).

The RAD System User Guide provides instructions for entering participant data, generating the ETA-9153
Form, uploading the Quarterly Narrative Report, and submitting and certifying the entire Quarterly
Progress Report to ETA. For technical assistance with the RAD system, grantees may contact the
Applications Support Help Desk at (202)693-2682 or appsupport.ebss@dol.gov. For program related
guestions, grantees should contact their respective Federal Project Officer (FPO).
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FREQUENTLY ASKED QUESTIONS
Updated April 2012.

1. How do | request technical assistance?

How do | edit a social security number?

| am trying to update my participant’s demographic information, but the file won’t save.
How can | save the file?

How do | delete a participant?

How do | reactivate a participant?

Why are participants being auto-exited?

Can | prevent an auto-exit in RAD?

Can | change an exit reason for a participant?

What if | am having trouble logging into RAD? | have my RAD login ID and password.
10. What if | lose or forget my RAD password?

w N

© oo N v e

How do I request technical assistance?

To request technical assistance with the RAD system, please email the Applications Support help Desk
(appsupport.ebss@dol.gov). Be sure to include you grant name and number, as well as specific details
regarding your request. Program related questions should be directed to your respective Federal
Project Officer (FPO).

How do I edit a social security number?

To edit a participant’s social security number, navigate to the participant file you wish to edit. Make the
desired edits to the social security number field and click ‘Save.’

I am trying to update my participant’s demographic information, but the
file won’t save. How can I save the file?

**Note that if you are making an edit to a file that has an old Education Level selected, you will need
to update the Educational Level to one that is used on the current ETA-9153 Form. As of January 1,
2011, updates were made to the performance reporting requirements for “Education Level” and the
current selection is no longer available. In order to process the request to update this page, please
enter a new selection for “Education Level” and select save, or select cancel to return to the original
selection (selecting cancel will not save any updates made to this page).

If you are trying to make edits to the demographic information of a participant’s file, such as updating an
address, phone number or other information and the file will not save, it may be because the file has an
old Education Level selected. You will need to update the Educational Level to one that is used on the
current ETA-9153 Form. You will not be able to select those Education Levels that are grayed out. Note:
As of January 1, 2011 updates were made to the performance reporting requirements for “Education
Level” and the current selection is no longer available. In order to process the request to update this
page, please enter a new selection for “Education Level” and select save, or select cancel to return to
the original selection (selecting cancel will not save any updates made to this page).
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How do I delete a participant?

The RAD System gives the Authorized Grantee Representative/Grant Signatory and Administrators the
ability to delete active participants. To delete an active participant, the appropriate user should
navigate to the participant’s Summary page and click on the Delete Participant link. This will begin the
process to delete the participant file. Caution should be exercised since the deleted participant cannot
be recovered.

Note: If a participant has already been auto-exited from the system, the file must first be reactivated
before the participant file can be deleted. Only the Authorized Representative or Administrators have
the ability to reactivate participants.

How do I reactivate a participant?

If a participant was auto-exited from RAD, but needs to be reactivated in order to update their
participant file, Authorized Grantee Representatives and Administrators have the ability to reactivate
the participant file.

To perform a reactivation, the appropriate user should navigate to the participant’s Summary page and
click on the Reactivate Participant link. This will begin the reactivation process. For more information
on deleting and reactivating participants, please refer to the appropriate sections in this RAD User
Guide.

Why are participants being auto-exited?

An exiter is a participant that has gone 90 consecutive days without receiving a grant-funded service
(Note: This does not include Retention and Follow-up Services listed in the Other Grant Funded
Services tab). Therefore, participants are auto-exited from RAD after 90 days have passed from the end
date of their latest service, regardless of whether or not they have successfully completed the program.
For example, if a participant has a grant-funded service with a start date of 6/10/2010 and an end date
of 8/15/2010, and no other Education/Job Training Activities or Other Grant-Funded Services are added
to the participant’s file, the participant would be exited automatically by RAD on the 91* day—
11/13/2010. Once exited, a participant’s status changes from “Active” to “Exited.” The RAD auto-exit
process runs daily at 2:00am EST and it identifies and exits any participants that qualify as exiters.

Can I prevent an exit in RAD?
To prevent a participant from being exited, users can do one of the following things:

e Add an Education/Job Training Activity or Other Grant-Funded Service to a participant’s file
before 90 days has elapsed since the end date of the participant’s latest activity or service.

e Add a Gap in Service, if appropriate, to the participant file. This will put a hold for up to 180
days on a participant’s status and prevents exit. Note: The participant must intend to return to
grant-funded activities once the Gap in Service ends and must meet one of the following
criteria: 1) delay before the beginning of training (e.g., a summer break); 2) health/medical
reasons or family care; or 3) temporary move for the area.
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Can I change the exit reason for a participant?

If a participant is auto-exited from RAD, but meets one of the criteria for an “Exit Reason Exception,”
(e.g., health or medical, deceased, family care, military, institutionalized, transferred, relocated or
retired), the exit reason can be changed. Grantees can select an “Exit Reason Exception” for an auto-
exited participant on the Gap in Service/Exit Reason Exception tab in RAD, as appropriate. Once
selected, a participant summary file will immediately reflect the participant’s Exit Reason Exception.
Note: Participants that meet the criteria for an exit reason exception must still first auto-exit RAD
before the change can be made in their file. Participants with an exit reason exception reported in
their files will not be included in Common Performance Measure results tracked and reported by ETA.

What if I am having trouble logging in to the RAD System? I have my RAD
ID and password.

If you are experiencing issues logging in to the system with your password, please ensure you are
logging in to the correct login page. Authorized Grantee Representatives/Grant Signatories have a
unique login page that is specific for their account type. This page is:
https://www.etareports.doleta.gov. All other users of RAD (Administrators, Area Case Managers, Case
Managers, and Read-Only users) will log in to the system using this page:
https://www.etareports.doleta.gov/cfdocs/grantee prod/reporting/BRG _Green RAD

What if I lose or forget my RAD system password?

Authorized Grantee Representatives: If you have lost or forgotten your RAD pin and/or password,
please send an email to the Green Jobs Mailbox (green.jobs@dol.gov) to request that the information
be resent to you. Note: We are only able to send this information to the Authorized Grantee
Representative/Grant Signatory on file.

The Authorized Grantee Representative or Administrators sets up all other RAD user accounts. If these
users have lost or forgotten their passwords, they can click on the “Forgot Password” link on the main
login page to reset their password. Note: ETA does not have access to these accounts. Please refer to
the RAD User Guide for more information.
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GETTING STARTED
User Roles

The RAD System has five user roles:

e Authorized Grantee Representative (Official Grant Recipient or Grant Signatory)
e Administrator

e Area Case Manager

e (Case Manager

e Read-Only

Authorized Grantee Representative

The Authorized Grantee Representative is the official grant recipient or grant signatory. This user can
create and modify other users, create and modify participants, view all users and participants, upload
narrative reports, generate the ETA-9153 Form from data entered in the RAD System, and submit and
certify the Quarterly Progress Reports. An Authorized Grantee Representative has access to all RAD
reports, and may include participant caseload for all Administrators, Area Case Managers, and Case
Managers. An Authorized Grantee Representative can transfer participants between Area Case
Managers or Case Managers and can transfer Case Managers between different Area Case Managers.

Administrator

An Administrator has the same rights as an Authorized Grantee Representative, except for the ability to
upload narrative reports, and submit and certify the Quarterly Progress Reports.

Area Case Manager

An Area Case Manager manages a subset of Case Managers assigned to them by the Authorized Grantee
Representative or Administrator. The Area Case Manager has the same rights as an Administrator with
the exception of the rights listed below:

e Area Case Managers are only able to create, view, modify, or transfer participants for
themselves and Case Managers in their own domain.

e They are not able to create, view, or edit the user profiles of any other RAD System user.

e They have access to all RAD reports, but may only select criteria for their domain.

Case Manager

A Case Manager can create, view, and modify participants. Case Managers will only be able to access
and manage their own participants. They cannot see other Case Managers’ participants entered into
the RAD system by other RAD System users. Case Managers can access all RAD reports, but may only
select criteria for their participant caseload.

Read-Only

Read-Only users can view all participants, but are not able to modify any information.
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Logging In to the System

This section provides instructions for logging in to the RAD System. Authorized Grantee Representatives
follow the first set of instructions below, while all other users (Administrators, Area Case Managers,
Case Managers, and Read-only Users) follow the second set.

Please note: The only browser supported by the RAD system is Internet Explorer 8. You may experience
loss in functionality if you use a different browser, such as Google Chrome or Mozilla Firefox.

Authorized Grantee Representative
To log into RAD as an Authorized Grantee Representative, follow the steps below:

1. Open the ETA Program Reporting email to obtain the link to the RAD System website, grantee
password, and PIN. This email is sent to the grant signatory on file and is automatically
generated when the DOL/National Office creates your grant account in the RAD System. If you
did not receive this email, please contact green.jobs@dol.gov to have your PIN and password
resent. This information can be only be sent to the Authorized Grantee Representative.

2. Click the link to the RAD System in the email (https://www.etareports.doleta.gov). This is NOT
the same login page that other RAD users access to get into the System. Please note: Authorized
Grantee Representatives use a different page than other users do to log in. The login page will
display as shown below (Figure 1).

Figure 1: Authorized Grantee Representative Login Page

U.S. Department of Labor
Grantee Reporting System

Password: I

onnel for

Department of Labor Privacy and Securnty Statement | A lity | Contact

3. Enter your password and click Login. The system displays the RAD System Home page (Figure
5).
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4. |If you forget your password, you can request to have it resent to you by emailing the Green Jobs
mailbox (green.jobs@dol.gov). Please include your name, the grant name, and the grant
number in the request. Please note that this information can only be sent to the Authorized
Grantee Representative. After contacting the Green Jobs mailbox, you will receive an email
with your password.

Administrators, Area Case Managers, Case Managers and Read-Only Users

This section covers logging in to RAD by Administrators, Area Case Managers, Case Managers, and Read-
Only users. To log into RAD as one of these users, follow the steps below:

1. The Authorized Grantee Representative or an Administrator must create an access account for
you in RAD. Once the account is created, you will receive an email from etareporting.auto-
email@dol.gov that contains your login id, password, and a link to the RAD System Login Page
(https://www.etareports.doleta.gov/cfdocs/grantee prod/reporting/BRG Green RAD).

2. Click on the link to the RAD System to display the RAD System Login page (Figure 2):

Figure 2: RAD System Login Page

Recovery Act Data (RAD) System sEatfose DD Zieser it
The website address for the Recovery Act Data (RAD) System has changed
The new website address is https://testetareports.doleta.gov/cfdocs/grantee_prod/reporting/BRG_Green_RAD/
Please create a new bookmark and delete your old boockmark
Login ID
Password |
Forgot Password
Grantee Signatory Login
If you are an authorized grantee representative/signatory,
please click the Grantee Signatory Login link.
o~ Bi=Tu
O N ]
Department of Labor Accessibility | Privacy | Legal | Contact

3. Enter your Login ID and Password and click Login. The system displays the RAD System Home
page (Figure 5).

Forgot Password

If you are an Administrator, Area Case Manager, Case Manager, or Read-Only user and have forgotten
your password, you can have it reset by following the steps below.

1. On the RAD System Login page, click the Forgot Password link (see Figure 2).



mailto:green.jobs@dol.gov
mailto:etareporting.auto-email@dol.gov
mailto:etareporting.auto-email@dol.gov
https://www.etareports.doleta.gov/cfdocs/grantee_prod/reporting/BRG_Green_RAD

RAD System User Guide August 2012

2. The system displays the Forgot Password page (Figure 3). Enter your Login ID and your email
address. If you are not sure what these are, please contact your grant administrator, who will
provide this information.

Figure 3: Forgot Password Page
FORGOT PASSWORD

Forgot your password?
If you are an active user, and would like to reset your password, please enter your Login ID and email address.

A new password will be generated and sent to your email address.

Login ID I

Email I

|_Reset Password |

3. Click Reset Password. The RAD system sends an email to the address in your profile and
displays the following message (shown in Figure 4): “Your password has been changed. The new
password has been emailed to you. Please check your email as it should arrive in the next 1-5
minutes.”

Figure 4: Password changed and email sent message
FORGOT PASSWORD

Password changed

Your password has been changed. The new password has been emailed to you. Please check your amail as
it should arrive in the next 1-5 minubes

Note: Administrators, Area Case Managers, and Case Managers may access their user profile
and change their passwords at any time on the User Management Page. Refer to the section
titled “Updating User's Profile” for more information. Read-Only users may not change their
passwords.

Passwords

The RAD System was recently updated to ensure compliance with ETA IT security protocol. This update
affects all users except the Authorized Grantee Representative. To comply with updated ETA security
standards, all users will need to create new passwords that align with standard Federal security
requirements. The standards dictate that passwords need to be a minimum of eight characters and
consist of at least:

e One uppercase letter
e One lowercase letter
e One number

e One special character
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The RAD System Home Page

The RAD System Home page is the entry page for RAD System users (Figure 5). It contains a brief
welcome statement and the following features:

e Header Information
e Grantee Information
e Function Tabs

Figure 5: RAD System Home Page

r Logged in as Love, Joyce
r“l(‘"ﬁmﬂ Administrator
Recovery Act Data (RAD) System User Guide | FAQ | Glossary | Logout

[HGHENN | ParticieANTs | REPORTS | ADMIN

Grantee: Montana Electrical Joint ...
HOME Grant No: G1-19874-10-60-A-30
Contact: Wesley Stephens 201-3203-2030x

Email: vickliffe.larrv@dol.gov

Welcome!

The American Recovery and Reinvestment Act (ARRA) High Growth and Emerging Industries (HGEI) grantees are required
to submit quarterly progress reports to the U.S. Department of Labor's Employment and Training Administration
(USDOL/ETA) through the use of the Recovery Act Data (RAD) system in order to comply with the reporting and record
keeping requirements of the grant. The RAD system will be used by all ARRA HGEI grantees to collect, track, and report
participant records for the purpose of generating and submitting quarterly performance reports/ETA-9153 Form
(submitted by all grantees except for State Labor Market Information Improvement and Green Capacity Building
grantees), as well as to upload and submit quarterly narrative reports (submitted by all grantees).

To access a specific module, please select the corresponding tab.

To return to the Welcome page, click the "Home" link at the left corner of the RAD system window.

For general information on how to use this program, click the "Glossary™ link.

For online help, click the "Help” link.

el I N e s

Department of Labor Accessibility | Privacy | Legal | Contact

Header Information

The header, located at the top of the page, contains several key pieces of information (Figure 6). This
information appears on every page of the RAD system.

e User Identification: The top right corner displays the user’s name and title.

e User Guide: Click the User Guide link to print a hard-copy document of the online help
instructions.

e FAQ: Click the Frequently Asked Questions (FAQ) link to access the most commonly asked
guestions from users.

e Glossary: Click the Glossary link to access the ARRA HGEI Performance Reporting Glossary and
Guide. This guide provides assistance with terminology used throughout the RAD System and
outlines the performance reporting process step by step.

e Logout: Click the Logout link from any RAD window to log out of the System.
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Figure 6: Header Information

Logged in as Love, Joyce

ﬁﬁMﬂmm Administrater
Recovery Act Data (RAD) System User Guide | FAQ | Glossary | Logout

Function Tabs

Function tabs are located on every page within the System (Figure 7). The tabs direct users to all
functions within the RAD System.

Figure 7: Function Tabs

e Home: Select the Home tab from any location in the RAD system to access the Home page.

e Participants: Select the Participants tab from any location in the RAD system to access the
Participants Overview page. Here, users are able to create new participant records or select a
current participant record to view or edit the selected participant’s information.

e Reports: Select the Reports tab from any location in the RAD system to access the Quarterly
Progress Report and other RAD reports. Here, users can run, view, save and/or print the
reports.

e Admin: Select the Admin (Administration) tab from any location in the RAD system to access the
User Management page. Here, Authorized Grantee Representatives and Administrators can
perform several administrative functions, such as creating users, modifying users, and making a
user inactive or active. Area Case Managers and Case Managers can manage their own
information in this tab, but not information for other users.

Grantee Information

Grantee information is located below the top right corner of the window. It consists of the grantee
name, grant number, contact name, phone, and email address (Figure 8).

Check the user identification and grantee information frequently for accuracy. Grantees should report
any changes or discrepancies in this information to the grantee’s Federal Project Officer (FPO).

Figure 8: Grantee Information

Logged in as Love, Joyce

ﬁﬁMﬂrj—lﬁWm Administrator
Recovery Act Data (RAD) System User Guide | FAQ | Glossary | Logout

PARTICIPANTS

Grantee: Montana Electrical Joint ...
HOME Grant No: GJ-19874-10-60-A-20

Contact: Wesley Stephens 301-303-3030x

Email: wickliffe.larrv@dol.gov

RAD System Features

The following subsections describe the RAD system informational links, as well as the Save, Reset, and
Cancel Buttons.

10
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Informational Links

The RAD System footer, located at the bottom of every page, contains useful links (Figure 9):

e Department of Labor: Use this link to access the DOL Web site.

e Accessibility: Use this link to access information on obtaining technical support.

e Privacy: Use this to access information on the RAD System and DOL/ETA’s privacy policy.

e Legal: Use this link to access information regarding the legal ramifications for misuse of the
DOL/ETA RAD System Web site.

e Contact: Use this link to access information on obtaining technical support for the RAD System.

Figure 9: Informational Links

Department of Labor Accessibility | Privacy | Legal | Contact
&

Save, Reset, and Cancel Buttons

All data entry windows provide the options to Save, Reset, and Cancel (Figure 10).

e C(Click Save to save information to the RAD System.

e Click Reset to clear data from all data entry fields and start over.

e C(Click Cancel to exit the current window and return to the previous window without saving any
information.

Figure 10: Save, Reset, and Cancel Buttons

11
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ADMINISTRATION
Admin Module

The Admin module of the RAD system allows for management of the different users in RAD. Different
roles have different capabilities within the admin module.

Authorized Grantee Representatives may perform the following actions:

e View all grant users (with their role and status) in an overview list.

e Create/update accounts for Administrators, Area Case Managers, Case Managers, and Read-
Only users. Authorized Grantee Representatives do not have access to their own user profiles—
only the National Office Administrator can create/update the grantee’s record. Contact the
Green Jobs mailbox (green.jobs@dol.gov) to update or change this user profile.

e Change an Administrator, Area Case Manager, Case Manager, or Read- Only user’s status to
active or inactive.

Administrators have access to the same actions performed by the Authorized Grantee Representative
except the following: Administrators cannot update their own statuses to active or inactive.
Administrators can change their own information, including passwords, in their user profiles.

Area Case Managers and Case Managers may perform the following actions in the ADMIN tab:

e View/update their own profiles, which include name, phone, and email address
e Update their own passwords in the user profile

Read-Only users do not have access to this module. The Authorized Grantee Representative or an
Administrator can make updates to Read-Only user profiles.

User Management Overview

Authorized Grantee Representatives and Administrators may use these steps to view a list of all RAD
users. Area Case Managers and Case Managers only see a listing for themselves. Read-Only users do not
have access to this module.

1. From any page in the RAD system, click on the ADMIN tab to display the User Management
Overview Page (Figure 11). This page lists all RAD users added to the RAD System under the
grant, along with the user’s name, login ID, role, assigned Area Case Manager(s) if applicable,
and status.

Note: Area Case Managers and Case Managers will only see a listing for themselves.

12


mailto:green.jobs@dol.gov

RAD System User Guide August 2012

Figure 11: User Management Overview Page

W Logged in as Love, Joyce
r“l(_"\(\—’ﬁﬂ Administrator

Recovery Act Data (RAD) System User Guide | FAQ | Glossary | Logout
HoME | parmicieants | Reports  [JRERAININ
Grantee: Montana Electrical Joint ...
Grant No: GJ-19874-10-60-A-30
USER MANAGEMENT Contact: Wesley Stephens 301-303-3030x
Email: wickliffe.larrvi@idol.gov
User Management Overview "',:, Add New User
User Login ID Role Area Case Manager Status
Caudle, June 1Bug Administrator Inactive
De Yong, Adam Ade Yong Administrator Inactive
Ferguson, Suzanne SFerguson Administrator Inactive
Huseby, Rhonda RHuseby Case Manager Active
Lewis, Brian BLewis Case Manager Active
Love, Joyce JLove Administrator Active
Marsh, Michelle MMarsh Administrator Active

Department of Labor Accessibility | Privacy | Legal | Contact

2. If a Case Manager is assigned to more than one Area Case Manager, click the More link under
the Area Case Manager column to expand the row and display all of the Area Case Managers to
which the Case Manager is assigned. Click Hide to close the expanded view (Figure 12).

Figure 12: Hide Link

User Management lllﬂ Add New User
= o £9d New User

Overview

User Login ID Role Area Case Manager Status

Addizon, Sally SAddison Case Manager Day, Active
Marguita
Hopkins, Latrell
Hide

Creating New Users

The Authorized Grantee Representative or an Administrator may use the following steps to create a new
user in the RAD System. Area Case Managers and Case Managers do not have access to this function.

The Add New User function allows Authorized Grantee Representatives or Administrators to assign
existing Case Manager(s) to a new Area Case Manager. They can also to the reverse: assign existing
Area Case Manager(s) to a new Case Manager (a Case Manager may have more than one Area Case
Manager assigned).

1. Click on the Add User hyperlink from the User Management Overview page (Figure 13).

13
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Figure 13: Add New User Link
HOME | paRTiciIPANTS | REPORTS  [JADMINGY
Grantee: Montana Electrical Joint ...

Grant No: G1-19874-10-60-A-30
USER MANAGEMENT Contact: Wesley Stephens 201-303-2020x

Email: wickliffe.larrvi@dol.gov

User Management Overview

User Login ID Role Area Case Manager Status
Caudle, June 1Bug Administrator Inactive

2. The system displays the Add New User page (Figure 14).

Figure 14: Add New User Page
HOME | PARTICIPANTS | REPORTS
Grantee: Montana Electrical Jaint ...
USER MANAGEMENT Comtact: Weslay Stashans 301-303-3030%
Email: wickliffe.larry@dol.gov

Add New User

First Name #* |

Middle Initial

Last Name #

Phone Mumber # Phone Ext

Email #*

Roles # [ | administrator
Dﬁ«rea Case Manager
|:| Case Manager

D Read Only

3. Enter the new user’s information.

4. Select the user’s role (Administrator, Area Case Manager, Case Manager, or Read-Only). To
change the role selection, click the selected check box to clear it and then click the check box for
the desired role.

If you select Area Case Manager as the role, the system allows you to select existing Case
Manager(s) to assign to the Area Case Manager user (Figure 15).
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Figure 15: Area Case Manager Selected

roles # [0 administrator
IF Area Case Manager

I_ Case Manager

T Read Cnly
Case Managers (CM) Check any of the boxes below to assign CMs to an Area Case Manager.
r r
r b
r r
r r

If you select Case Manager as the role, the System allows you to select existing Area Case
Manager(s) to assign to the Case Manager user (Figure 16).

Figure 16: Case Manager Selected
Roles # [T administrater
I- Area Case Manager

p Case Manager

M read Only

Area Case Managers (ACM) Check any of the boxes below to assign ACMs to a Case Manager.
r I r I
r r r r

5. Click Save. The new user will receive an email with a link to the RAD website along with their
login ID and password.

Updating User Profiles
This function allows RAD System users to update their user profile.

Area Case Managers and Case Managers may only update their own profiles, including their own
passwords, but not their active/inactive statuses.

The Authorized Grantee Representative and Administrator may perform the following tasks for all users:

e Update user profiles
e Update Area Case Manager and Case Manager assignments
e Update user status to active or inactive

15
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Authorized Grantee Representatives and Administrators are not able to update other user's passwords.
Only the National Office Administrator can update an Authorized Grantee Representative’s profile. If
information in this user profile needs to be updated or changed, please contact the Green Jobs mailbox
(green.jobs@dol.gov).

To update a user’s profile:

1. From any page in the RAD system, click on the ADMIN tab to display the User Management
Overview page.

2. Click the link for the desired user’s name in the overview list (Figure 17).
Figure 17: User Name Link
User Management Overview H Add Hew User
User Login ID Role Area Case Manager Status
HAI-Moamy Case Manager Inactive
3. The system displays the Update User page (Figure 18).

Figure 18: Update User Page

Update User

First Hame #* IShEFiEI

Middle Initial I

Last Name #* IDixcn

Phone Number # |3].5—-1?5—9?1.2 Phone Ext IllSD

Email #* Itest_sheria.dixcn@use.sal'-;aticnarm'y-.crg
Roles #®# [ administrator

I7 Arez Case Manager

I- Case Manager

[T Read Cnly
IS ME=T SIEEEE W { Uncheck this box to deactivate this user )
Status: ACTIVE USER
Case Managers (CM) Check any of the boxes below to assign CMs to an Area Cases Manager.

[ aitzs caleane r Angela Cabrera

[ armett Haygood-El [" Erendz Thornton
4. Update the desired fields.

e To change the role selection, click the selected check box to clear it. Select the check
box for the desired role.

e If you select Area Case Manager as the role, the system allows you to select existing
Case Manager(s) to assign to the Area Case Manager user (Figure 15).
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e If you select Case Manager as the role, the System allows you to select existing Area
Case Manager(s) to assign to the Case Manager user (Figure 16).

5. Click Save.

Changing Passwords

A user may change their own password after creating their profile. The exceptions to this rule are the
Authorized Grantee Representative and the Read-Only user.

Authorized Grantee Representatives

Authorized Grantee Representatives can request to have their password resent to them by sending an
email to the Green Jobs mailbox (green.jobs@dol.gov).

Note: Passwords can only be sent to the Authorized Grantee Representative on file.

Read-Only Users

Read-Only users should follow the instructions outlined in the section titled “Forgot Password” to obtain
a new password.

Administrators, Area Case Managers, and Case Managers

1. From any page in the RAD system, click on the ADMIN tab to display the User Management
Overview page.

2. Click the link for the desired user’s name in the overview list. The system displays the Update
User page (Figure 19).

3. Enter the new password.
4. Click Save.

Figure 19: Update User Page

Update User

First Name * |Marquita

Middle Initial I

Last Name * IDa'y'

Phone Number * I2CE-693-36?-’ Phone Ext I

Emaz=il * IJada'-/ji.I\Jaseem @dol.gov

Password I
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Changing Active/Inactive Status
The Authorized Grantee Representative or an Administrator may update a user's status in their profile.
When a user's profile is created, the default status is set to ‘active.” An Administrator may not update

his own status from active or inactive. Only the Authorized Grantee Representative is able to update an
Administrator's status.

1. From any page in the RAD system, click on the ADMIN tab to display the User Management
Overview page.

2. Click the link for the desired user’s name in the overview list. The system displays the Update
User page (Figure 20).

3. Check or uncheck the Is user active? box.

4. Click Save.

Figure 20: Is User Active Check Box

% Update User

First Name # IMEII"_«-‘

Middle Initial I

Last Name #* IFrancis

Phone Number # |l323-226-321.2 Phone Ext I

Email #* Itest@n'_\-',\-crks.gcu
Roles ® [~ administrator
p Area Casze Manager
|_ Casze Manager
[ Read Only

I= user 3ctive? [T giobus: NEW USER - MUST CHANGE PASSWORD

(Is User Active box is disabled.]
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PARTICIPANTS

This module allows RAD System users to perform the following actions:

e View Participants in an Overview List (Area Case Managers and Case Managers will see only
their domain or participants)

e View Participant Summary Page

e Add New Participant

e Update Participant

e Delete Participant

e Reactivate Participant

e Reassign Participants

e Add/Update Program Information

e Add/Update Education or Job Training Activities

e Delete Education or Job Training Activities

e Add/Update Other Grant-Funded Services

e Delete Other Grant-Funded Services

e Add/Update Employment and Follow-up Information

e Add/Update Gap in Service and Exit Reason Exception

Read-only users will only be able to view participant records. They will not have the ability to change
any information. Area Case Managers will only have access to participants in their domain and Case
Managers will only have access to participants assigned to them.

Participants Overview Page

The Participants Overview Page will list all the participants entered into RAD for your grant program.
Authorized Grantee Representatives, Administrators, and Read-only users will be able to view all
participants entered into the RAD system for the grant. Area Case Managers will only be able to view
the participants for their domain/Case Managers, and Case Managers will only be able to view their own
caseload.

Use these steps to view a list of participants.

1. From any page in the RAD system, click on the PARTICIPANTS tab to display the Participants
Overview page (Figure 21).
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Figure 21: Participant Overview Page

RERQ|
Gromtes: Moclzes Sleces| feet
PARTICIPANTS OVERVIEW Comeet, Aeaiey Siashara Sos-seszases
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ID Participant £ Date of Intake Agsigned To Ares Case Manager
T63I5B ] Abdullah, Test 0171372012 Marsh, Michell=
EE30d |:| Abramow, Yur 16/ 2011 Lowe, Joyo= Exited
EE305 |:| Abramov, Marins 16/ 2011 Lowe, Joyo= Exited
5502 ] Sdmrnes, Koyl 02y 223010 Marsh, Michell= Exciited
E4265 |:| Adam=, Tom O O7F 2011 Ferguson, Suzanne= Exited
&722B D Adams=, Dian D14/ 2011 Ferguson, Suzanne= Exited
51757 |:| Adams, Walt=r O3/0E 2011 Lowe, Joyo= Exited
16553 |:| Adams, Walt 0814/ 2010 Lowe, Joyo= Exited
5574 ] Sguilar, Jaks 05/10/2010 D= Yong, Adam Exciited
EE642 |:| Aguiler, Jaks= D12/ 2011 Ferguson, Suzanne= Exited
44 Mral o Frowicua Latio» alloas

2. You have various options to view, or search for participants by using the Search Fields box
(Figure 21). You can use the search box to search for a specific participant using the Participant
ID, Participant Last Name, Participant First Name, Case Owner, and Status. You can also select
the number of participants that you want to display per page. You can also search participant
files by the following additional filters:
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e Selected milestones

— Date of Intake (everyone)

— Inactive (no Education/Job Training or Other Grant Funded Service activities
added)

— Total Participants Served (Education/job Training activity or Other Grant Funded
Service added)

— Participant Served but hasn’t began training program (Other Grant Funded
Service added, but no Education/Job Training added)

— Participant Served and Began Training program (Education/Job Training added;
but hasn’t completed program)

— Completed Program (but hasn’t begun employment yet)

— Started Employment (but hasn’t completed 1st Qtr Retention)

— Completed 1st Qtr Retention (but hasn’t completed 2nd Qtr Retention)

— Completed 2nd Qtr Retention
All Employment (based on Starting Date)

e Date ranges (default start date is 01/01/2010)
e Updated participant status (inactive, active, and exited)

— Previously, only “Active” and “Exited” status types were displayed for
participants entered in RAD. A new participant status type, “Inactive,” has been
added so grantees can easily identify and sort participant files by active
participants, exited participants, and inactive participants. Note: “Inactive”
status refers to participant files entered into RAD where no grant-funded
services (education/training activities or other grant-funded services) have been
added to trigger an “Active” status to track the individual’s participation in the
grant program.

3. This page displays all grant participants added to the RAD system, along with their summary
information.

4. You can also use the Next and Last hyperlinks to move to the next page of participants.

5. If a participant’s Case Manager is assigned to more than one Area Case Manager, you can click
the More link under the Area Case Manager column to expand the row and display all of the
Area Case Managers to which the Case Manager is assigned (see Figure 22).

Figure 22: Participant More Link

5658 [ Posea, Richard 09/08/2011 Addison, Sally  Day, .'-.1arquita Active

6. Click the Hide link to close the expanded view (Figure 23).

o

Figure 23: Hide Link

Tindall, Timray TTindall Case Manager Duck, Donald Ackive
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Participant Summary Page

1. From any page in the RAD system, click on the PARTICIPANTS tab to display the Participants
Overview page.

2. Click on the name of the participant whose summary you want to view. The system displays the
Participant Summary page of that participant (Figure 24).

3. From the Participant Summary page, you have the option of performing several different tasks.
Subsequent sections of this User Guide will provide detailed functions of the following tasks:

e Add/Update Participant Information

e Delete Participant

e Reactivate Participant

e Reassign Participant

e Add/Update Program Information

e Add/Update an Education Job Training Activity

e Add/Update an Other Grant-Funded Service

e Delete an Education or Job Training Activity or an Other Grant-Funded Service
e Add Employment and Follow-up Retention Information

e Add/Update Gap In Service Information and Add Exit Reason Exception
e Add Notes to a participant’s file

Figure 24: Participant Summary Page

vome  [JFARTIGIPANTSN| | REPORTS | ADMIN
Grantee: Montana Electrical Joint ...

Grant No: G]-19874-10-60-A-30
PARTICIPANT SUM MARY Contact: Wesley Stephens 301-303-3030x
Email: wickliffe.larry@dol.gov

Lauber, David $_ Add New Participant
(Participant ID:7168) (edit) &b Edit Program Information
v
x_Delete Participant gk Add New Activity
v

'Q_ Add Other Grant-Funded Service
4k Add Note
b

Program Education or Job Training Other Grant Funded Services Employment and Follow-up Notes Exit Reason Exception/Gap In Service

Summary Industry Code: NAICS 23 - Construction
Green Industry Sector: Renewable Electric Power
Date of Intake: 02/22/2010
Status: Active
Date of Exit: nfa
Type of Exit: nfa
Case Assigned To: Ferguson, Suzanne

Category Service Date Started Date Ended
Education or Job Training
Classroom Training Activities 02/22/2010 02/22/2010
Classroom Training Activities 04/05/2010 04/05/2010
Classroom Training Activities 04/08/2010 04/09/2020

Other Grant Funded Services

Add New Participant

1. From anywhere in the RAD system, click on the PARTICIPANTS tab to display the Participants
Overview page (Figure 25).
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2. Click the Add New Participant link (Figure 25) to display the Add New Participant window

(Figure 26).

Figure 25: Add New Participant Link

o R o own

PARTICIPANTS OVERVIEW

Grantee: Montana Electrical Joint ...

Grant No: G1-19874-10-60-A-30

Contact: Wesley Stephens 301-303-3030x%
Email: wickliffe.larrv@dol.gov

@ Filter by Search Fields

Search Fields
Participant
ID:

Participant Last Name:

Participant First Name:

Start Date: 01/01/2010 B (mm/dd/yyyy)
End Date: BE (mmydd/vyyy)
Status: All -

Case Owner: All -

Rows per page: 10 -

Add New Participant

@ Filter by a Selected Milestone |

Milestones

@ Date of Intake (everyone)

0 Inactive

(no Education/Job Training or Other Grant Funded Service activities added)
' Total Participants Served

(Education/job Training activity or Other Grant Funded Service added)

) participant Served but hasn't began training program

(Other Grant Funded Service added, but no Education/Job Training added)

O Pparticipant Served and has Began Training program

(Education/Job Training added; but hasn't completed program)

) completed Program

(but hasn't begun employment yet)

) started Employment

(but hasn't completed 1st Qtr Retention)

O Completed 1st Qtr Retention

(but hasn't completed 2nd Qtr Retention)
O completed 2nd Qtr Retention

) All Employment (based on Starting Date)

3. Enter the participant’s information (Figure 26). The red asterisk ( #) indicates a required field.
If a specific format is required for a field, the system displays it next to or below the field.

Note: Simply entering the demographic information of a participant does not trigger participant
count. To count a participant on the ETA-9153 Form, the participant file should include a grant-
funded service. You must enter an education/job training activity or other grant-funded service
in order for your participant to be reported as a participant served (i.e., become “active”).

Note: For details or definitions of a specific field (or data element), click the Glossary link in the
top right corner of the RAD System. The system will display the Performance Reporting

Glossary and Guide.
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Figure 26: Add New Participant Page

v [BRTGRRRY | rcroms | som
Grantee:

ADD NEW PARTICIPANT e

Email:

Add a New Participant
First Name # Middle Initial I_ Last Name # I
Address 1 # |
Addressz [
City #* | State # |CF==&E one _'| Zip #® I—
Phone 1 # Phone 2| Phone 3|

(nnAn-nnn-nnnn)

Email |

Date of Birth # l— (mm/ddiyyyy)

Social Security Humber#
' Coves T e

Gender # O male  © Female € Not Specified

o biemamier
iy (e Latm: Cvez Cone 0 Not Spacified

Race # |Choosecne.. =]

Education # |[Choose ons.. =]
Other Demographics

Other Demographics #

A

Eligible Veteran
Limited English Proficient
Individual with = Disability
Unemployed Individual
Dislocated Worker

Incumbent Worker

Worker Impacted by National Energy and Environmentzl Policy

(~pplicable only to: SGA/DFA PY-08-18 and 20)

Individual in Need of Updated Training Relsted to the Energy Efficiency and Renewable Energy
Industries

(Applicable only to: SGA/DFA PY-08-18 and 20)

Individual Seeking Employment Pathways Out of Peverty and into Self-Sufficiency

(Applicable only to: SGA/DFA BY-08-20)

Individual with a Criminzal Recard

(2pplicable only to: SGA/DFA FY-08-19 and 20)

Disadvantaged Worker within Areas of Boverty
(Azplicable only to: SGA/DFA PY-08-13)

Individual Impactad
(applicable only to: 5G4/

tomoctive-related Restructuring
DF& BY-08-18. SGA/DFA BY-03-20, and SGA/DFA BY-05-01)

o e e e o e o I o o |

High Scheol Dropout

Date of Intake
Daste of Intske 05/30/2012
Employment Status at Enrollment

Employment Status at

e} "
Enrollment # Employed

" Not Employed

" Employed but received Notice of Terminztion

EA =3 Ex=

Social Security Number (SSN) Policy Requirements

All ARRA HGEI training grantees are required to collect Social Security Numbers (SSNs) for all
participants served with grant funds and report to ETA in RAD (Figure 27).

Figure 27: Social Security Number Field with Nothing Selected

Socizal Security e
Number®

Yes @ No

Note: Grant-funded services cannot be denied to individuals because of failure to disclose an SSN. This
requirement is included in the OMB-approved reporting package (ARRA HGEI Reporting Handbook), as
well the latest performance reporting FAQ, and can be accessed at:
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e ARRA HGEI Reporting Handbook:
http://doleta.gov/performance/reporting/pdf/ARRA HGEI Handbook.pdf

e Performance and Reporting FAQ #1:
https://pathways.workforce3one.org/view/2001124256857071479

e Guidebook for Performance Reporting ARRA HGEIl & GJIF (April 2012)
https://pathways.workforce3one.org/view/2001211853475119210/info

Adding a Social Security Number
Select Yes in the Social Security Number field to display an additional field for entering the participant’s
social security number (see Figure 28). Social Security Numbers are encrypted (xxx-xx-xxxx) in RAD for
security purposes and the actual SSN is blocked from view once a file is saved.
Figure 28: Social Security Field with 'Yes' Selected
Seccial Security
e Iar.lumbuer,l.g ¢ Yes I (xxx-xx-xxxx) £ MNo

Editing Participant Social Security Number

To edit a participant’s social security number, navigate to the participant file that you wish to edit.
Make the desired edits to the social security number field and click Save.

Education Field

Select the participant’s level of education in the Education field (Figure 29).

Figure 29: Education Field

Sth grade - 12th grade

High School graduate or equivalent

1 - & years or more of college, or full-time technical or vocational schoo
Aszzociste’s Degres

Bachelor's Degres

The system displays two options of education categories. The selections that are inactive are from an
older version of the ETA-9153 Form (1-3 years of college or full-time technical or vocational school and 4
years of college or more). These options are inactive and RAD users cannot select them as an option.
Although these options are no longer used, they are displayed because they were used with the
previous ETA-9153 Form (used by ARRA HGEI grantees) and may have been selected for those
participant records.

NOTE: If you are making edits to a participant file that has an old Education Level selected, you will need
to update the Educational Level to one of the selections on the current ETA-9153 Form. In order to
process the request to update this page, please enter a new selection for “Education Level” and select
save, or select cancel to return to the original selection (selecting cancel will not save any updates made
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to this page). Not updating the Education Field will result in an error message, unless you select cancel
to return to the original selection.

Other Demographics Fields

The section titled ‘Other Demographics’ (shown in Figure 30) is a required field. The demographics in
this section are what determine an individual’s eligibility in the grant program. There are several
demographic selections, which only apply to specific SGAs:

e Worker Impacted by National Energy and Environmental Policy—Applies to Energy Training
Partnership (ETP) and State Energy Sector Partnership (SESP) grants only

¢ Individual in Need of Updated Training Related to the Energy Efficiency and Renewable Energy
Industries—Applies to ETP and SESP grants only

¢ Individual Seeking Employment Pathways Out of Poverty and into Self-Sufficiency—Applies to
SESP grants only

e Individuals with a Criminal Record—Applies to Pathways Out of Poverty (Pathways) and SESP
grants only

e Disadvantaged Worker within Areas of Poverty—Applies to Pathways grants only

e Individual Impacted by Automotive-related Restructuring—Applies to ETP, SESP, and Health
Care and Other High Growth and Emerging grants only

These elements are determinants of eligibility for the ARRA HGEI grants and a participant should have at
least one of the appropriate demographics selected in their file, as it aligns with their grant type and
Statement of Work.

Figure 30: Other Demographics
Other Demographics

Other Demographics

* Eligible Veteran

Limited English Proficient

Individual vith 2 Disability

Unempleyed Individual

Dislocated Worker

Incumbent Worker

Worker Impacted by Nationzl Energy and Environmental Policy

(Applicable enly to: SGA/DFA PY-08-18 and 20)

Individual in Need of Updated Training Related to the Energy Efficiency and Renevable Energy

Industries

(Applicable enly to: SGA/DFA PY-08-18 and 20)

Individuzl Seeking Employment Pathways Out of Poverty and inte Self-Sufficiency

(Applicable only to: SGA/DFA PY-08-20)

Individuzal with 2 Criminal Record

(Applicable only to: SGA/DFA PY-08-15 and 20)

Disadvantaged Worker vithin Areas of Poverty

(Applicable only to: SGA/DFA PY-08-13)
e

Individuzl Impacted by Automotive-related Restructuring
(Applicable enly to: SGA/DFA PY-08-18. SGA/DFA PY-08-20, and SGA/DFA PY-03-01)

1 O T N G A (N i i S DS (S

High School Dropout

26



RAD System User Guide August 2012

Date of Intake

The Date of Intake is the date when the participant file is created in RAD (Figure 30a). This date has no
ties to any of the other dates in the system (i.e. Date of Intake is not Date of Participation). Therefore, if
the participant has activity dates that are earlier than the Date of Intake, grantees are still able to input
these activities. The RAD System automatically populates the Date of Intake based on the date the file
was created in RAD; the grantee cannot manually update this field. Click Save once all required
information is entered into the participant file.

Figure 30a: Date of Intake

Date of Intake
Date of Intake 05/30/2012

Employment Status at Enrollment

Grantees are required to report the Employment Status of each participant at the time of enrollment in
order for ETA to track and calculate Common Performance measures (Figure 30b).

Figure 30b: Employment Status at Enroliment

Employment Status at Enrollment

Employment Status at

Enroliment # Employed

 Hot Employed

o Employed but received Neotice of Termination

Common performance measures (which are the standard ETA Common Measures) are exit-based,
meaning the tracking of these employment-based outcomes begin after a participant has exited the
program. Common performance measures include: entered employment rate; employment retention
rate; and, average earnings. Common Performance Measures are separate from, and in addition to,
real- time outcomes reported by grantees in RAD.

It is important to note that grantees are required to collect Social Security Numbers (SSNs) for all
participants served with grant funds, for the purposes of ETA tracking and reporting common
performance measures. Grantees do NOT report individual participant outcomes on the common
performance measures; in RAD, specific data elements (SSN, date of exit, employment status at
participation, and exit reason) are tracked for participants, and ETA calculates these measures on behalf
of the grantee. Further, grantees cannot track common performance measures through the use of
supplemental data. Please note, grant-funded services cannot be denied to individuals because of failure
to disclose an SSN.

ETA will calculate these common performance measures on behalf of the grantee for all participants
served with grant funds and provide common performance measure outcome results to grantees, once
calculated. ETA will work with its state partners to match SSNs with employment data available from
state Unemployment Insurance (Ul) and other administrative wage records (e.g., Federal and Military
employment).
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Update Participant Demographic Information

1. To update a participant’s demographic information, click on the desired participant’s name on
the Participants Overview page. The system displays the Participant Summary page.

2. Click edit next to the participant’s name located on the top left corner (Figure 31).

Figure 31: Edit Link on the Participant Summary Page

PARTICIPANT SUMMARY

Pan ., Peter
{Participant ID:75703) (=dit)
X _Delete Participant

3. The system displays the Update Participant page (Figure 32).

Figure 32: Update Participant Page

Update Participant

First Hame # [Katrina] Middle Initial I Lest Name # [Abdullsh

Address 1 #* |3E|5 Robinson St.

Address 2 I
City # [Syracuse State # |NEW YORK =1 Zip * |13203
Phone 1 # |3l5-8—'9-698? Phone 2| Fhone 3|

{nnn-nnn-nnnn)

E-m=il |abner.katrina@{v—ahcc.ccm

Date of Birth # [10/01/1961 | (mm/dd/vyyy)

Social Security Number® o v s Undate...

Gender ® {7 pale % Femazle Mot Specifiad

Ethnicity His ic/Lati -
nicity Hispanic/Latind ' yee @ no 1 Not Specified
Race % IEIs&::';l.f'i:s" Amearican ;I
Education #* I 1 - 4 years or more of cellege, or fulltime technical or vecational school ;I

4. Enter the updates to the participant record and click Save.

Delete Participant

This function allows the Authorized Grantee Representative and Administrators to delete a participant
with an active status from the RAD System. Case Managers cannot delete participant files. Deleting a
participant also deletes all related participant information.

Note: Once you complete the delete option, the entire participant file is deleted from the RAD System
and data cannot be restored. Please ensure that any impacted Quarterly Progress Reports are
recertified and resubmitted, if appropriate. However, to ensure the ETA-9153 Form is calculated
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correctly, recertify and resubmit the Quarterly Progress Reports the day after participant records have
been deleted or reactivated, allowing reactivated participants to be auto-exited if appropriate.

1. To delete a participant record, click on the name of the participant from the Participants
Overview page. The system displays the Participant Summary page of the selected participant.

2. Click the Delete Participant link to display the Delete Participant Confirmation page (Figure 33).

Figure 33: Delete Participant Link
Grantee: lMuﬂtana Electrical Joint ...
PARTICIPANT SUMMARY B

Email: wickliffe.larry@dol.gov

Lauber, David 4 Add New Participant
(Participant 1D:7168) (edit) & Edit Program Information
]
x_Delete Participant gk _Add New Activity

i

dh_ _Add Other Grant-Funded Service
i

g Add Note
v

Program Education or Job Training Other Grant Funded Services Employment and Follow-up Notes Exit Reason Exception/Gap In Service

Summary Industry Code: NAICS 23 - Construction
Green Industry Sector: Renewable Electric Power
Date of Intake: 02/22/2010
Status: Active
Date of Exit: n/a
Type of Exit: n/a
Case Assigned To: Ferguson, Suzanne

Category Service Date Started Date Ended
Education or Job Training
Classroom Training Activities 02/22/2010 02/22/2010
Classroom Training Activities 04/05/2010 04/05/2010
Classroom Training Activities 04/09/2010 04/09/2020

Other Grant Funded Services

3. The system displays the Delete Participant Confirmation page (Figure 34).

29



RAD System User Guide August 2012

Figure 34: Delete Participant Confirmation Page

Grantee: Montana Electrical Joint ...
Grant No: G]-19874-10-60-A-30
DELETE PARTICIPANT CONFIRMATION Contact: Wesley Stephens 301-303-3030%
Email: wickliffe.larrv@dol.gov

Lauber, David 4 Add New Participant

P . h

(Participant 10:7168) (dit) 4k Edit Program Information
b

i L ¢ Activity
@ Once you select the delete option, the ? Add New Activit
participant file will be deleted from ; g i
RAD and data cannot be restored. 4 _Add Other Grant-Funded Service
After deletion, please ensure that any ;
impacted qua;‘tar\y progress reports ?— Add Note

are recertified and resubmitted, if
appropriate.

Program Education or Job Training Other Grant Funded Services Employment and Follow-up Notes Exit Reason Exception/Gap In Service

Summary Industry Code: NAICS 23 - Construction
Green Industry Sector: Renewable Electric Power
Date of Intake: 02/22/2010

Status: Active

Date of Exit: n/a

Type of Exit: n/a

Case Assigned To: Ferguson, Suzanne

Delete Participant Lauber, David

Delete Participant Reason #®  SelectOne -

[ oeete parccoane [l vosor M cancel

4. Select the reason for deletion from the Delete Participant Reason field (Figure 35). The
following reasons are available on the drop-down list:

e Individual is not an Eligible Participant
e Other — please specify.

If you select ‘Other’, you must enter an explanation in the provided field (Figure 36).

Figure 35: Delete Participant Reason Field

Delete Participant Lauber, David

Delete Participant Reason *  SelectOne
Select One

51=1 =11 1 Incorrect Social Security Number reported
2 Individual is not an eligible participant
3 Other - please specify

Figure 36: Delete Participant Reason Field with Other Selected

-

@ Since you selected "Other” as your
Delete Reason, you must enter your
explanation in the box below.

*|

5. To continue with the deletion process, click Delete Participant. The system displays a
confirmation to delete prompt (Figure 37).
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Figure 37: Delete Confirmation Prompt

Message from webpage | X|

‘,

= / Are you sure you want to Delete Participant?

| oK I Cancel |

6. To complete the deletion process, click OK. The system displays a successful deletion
confirmation message and sends an email to the Authorized Grantee Representative,
Administrators, and Area Case Managers or Case Managers assigned to the specific participant
file deleted (Figure 38).

Figure 38: Sample Deletion Completed Email Message

(DEV)RAD Deletion Completed_No Action Required.

etareporting auto-email@dol.gov
To:

Dear Grantee,

Participant Deletion request has been completed

Participant ID: 10098

Participant MName: Jawlow, Faf

Participant Feason: 2 Individual 13 not an eligible participant

Fequester: Exvera, Joe (Fole: Admunstrator)

As requested, the parhicipant file has been deleted m BEAD. Please ensure that any impacted
quarterly progress reports are recertfied and resubrmtted, of appropnate.

Reactivate a Participant

This function allows the Authorized Grantee Representative and Administrators to reactivate a
participant with an exited status in the RAD System. Reactivating a participant also reactivates all
related participant information.

Note: Once you complete the reactivate option, the participant’s status changes to active. Grantee staff
should make any updates to the reactivated participant’s file (that is, add an activity, service, or Gap-in-
Service) the same day of the reactivation to avoid a potential re-exit of the participant through the
nightly RAD System auto-exit process. Participants will be auto-exited at the end of the day if 90 days
have passed form the end date of the participant’s latest grant-funded service and an active Gap in
Service does not exist.

Please recertify and resubmit any impacted Quarterly Progress Reports, if appropriate. However, to
ensure the ETA-9153 Form calculates correctly, grantees should recertify and resubmit the Quarterly
Progress Reports the day after participant records have been deleted or reactivated.
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To reactivate a participant, click on the name of the participant from the Participants Overview
page.

Click the Reactivate this Participant link (Figure 39). The system displays the Reactivate
Participant Confirmation page.

Figure 39: Reactivate Participant Link

PARTICIPANT SUMMARY

Danberry , Ed
(Participant ID:75700)

3. Select the Reactivate Participant Reason (Figure 40). The following reasons are available on the
drop-down list:

e Participant was auto-exited, but needs to be reactivated for activity/service updates due

to participant file not updated timely

e Participant was auto-exited, but needs to be reactivated due to eligible Gap-in- Service

Figure 40: Reactivate Participant Reasons
Reactivate Participant Danberry, Ed

Reactivate *
Participant
Reason

To change the reactivation reason, click Reset. To exit the reactivation process, click Cancel.

To continue with the reactivation process, click Reactivate Participant. The system displays the
confirmation to reactivate window (Figure 41).

Figure 41: Reactivate Participant Confirmation Page

Grantee: Finishing Trades Institut...
REACTIVATE PARTICIPANT CONFIRMATION S e R

Contact: Joe Ableman 444-422-2123

Danberry , Ed
(Participant ID:75700)
=nt is exited, you must

6. To complete the reactivation process, click OK (Figure 42).
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Figure 42: Confirmation to Reactivate Window

x|

? Are you sure you want to Reactivate Participant?

| oK I Cancel I

7. The entire participant record is re-activated. The system displays a successful reactivation
message and sends an email to the Grantee for the reactivated participant (Figure 43).

Figure 43: Participant Reactivation Completed Sample Email

(DEV)RAD Reactivation Completed_Action Required.

etareporting auto-email@dol goy
To:

Dear Grantee,

Participant Feactivate request has been completed

Participant TD: B8535

Participant Name: Byenow, Bye

Participant Feason: 1 Patticipant was auto-exted, but needs to be reactivated for
actraty/service updates due to participant file not updated timely.

Eequester: Rivera, Joe (Role: Admimstrator)

You must update a reactivated Participant file the same day as reactivation occurs; otherwise,
the file may be re-exited during the auto-exit process that runs mghtly,

After reactivation, please ensure that any impacted cquarterly progress reports are recertified and
resubmitted, if approprate.

Reassign a Participant

The Authorized Grantee Representative, Administrators, and Area Case Managers may use this function
to reassign participants from one user to another (with the exception of Read-Only Users).

1. From any page in the RAD system, click on the PARTICIPANTS tab. The system displays the
Participants Overview page (Figure 44).

2. Click the checkbox next to the name of the participant(s) you want to reassign.
3. Inthe drop-down list, select the user to which you want to reassign the checked participant.

4. Click Submit. The selected participant(s) are reassigned to the selected user.
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Figure 44: Participants Overview

PARTICIPANTS OVERVIEW ol

I Email

A4 Mo Dasticinn oo
[Viewan -l B, Add Naw Patico2ent

8 records
10 DRate of Intake Aszianed Yo Ares Case Manager Status
8836 11/09/2010 Rivera, Joe Active
8840 11/20/2010 Rivera, Jou Active
8834 11/09/2010 Jones. Rhonds Basie, Count . Maore Active
10098 02/393/2012 Jones, Rhonda Basie, Count _ _ More Active
8833 11/09/2010 Jones, Test Basie, Count  More Active
se3s 11/09/2010 Rice. Fried Toast. Shrimp Active
9432 11/22/2010 Jones, Test Basie, Count  More Exited
8844 13/12/2010 Jones. Rhondas Basie, Count _ Moce Active

Reassign checked cases td

Add Program Information

Note: Users must enter the participant's program information before any Education or Job Training
activities can be added to the participant file. To enter program information:

1. From the Participants Overview page, click on the name of the participant for whom you want
to add program information. The Participant Summary page of the selected participant is
displayed.

2. Click on the Program tab to display the Program Info page (Figure 45).

Figure 45: Program Info Page

Lauber, David dp_ Add New Parficipant
- . b
(Participant ID:7168) (edit) & Add Note
b
m Education or Job Training Other Grant Funded Services Employment and Follow-up Notes Exit Reason Exception/Gap In Service

Program Information
Date Began Program # | [ielprXplihli @
Industry Code # - NAICS 23 - Construction -

Select Green Industry Sector only if you have an Energy Training Partnership, Pathways Out of Poverty,
or State Energy Sector Partnership grant.

Green Industry Sector - Renewable Electric Power -

Has Participant Successfully Completed
The Program? @ Yes ) No

Date of Completion # 02/22/2010 [9

3. Enter the necessary Program Information: the Date Began Program (i.e., date of first grant-
funded service), the NAICS Industry Code, and the Green Industry Sector.
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Note: You are not able to select Yes to the question: Has Participant Successfully Completed
the Program? until all of the participant's Education/Job Training activities are complete (this is
indicated by entering a date in the Date Ended field). Go to the Add Education/Job Training
section of this user guide to learn how to add participant education and job training activities to
a participant file.

4. Once a participant has completed the Education and Job Training program, you may select Yes
to the question Has Participant Successfully Completed the Program?. The system will then
display additional fields, as shown below (Figure 46).

5. Enter the Date of Completion (date participant successfully completed the program), when
appropriate.

Note: Some grantees’ education/training activities are a series of courses or activities, and the
intent of their education/training activities is for individuals to complete the entire series of
courses or activities. In this case, “successful completion” should be defined as finishing the
entire series of courses or activities.

If an Education/Job Training activity with an End Date that is after Date of Completion is part of
the participant’s Education/Job Training program (and therefore the participant has not yet
successfully completed the education/Job Training program), select Cancel and the Date of
Completion should be edited to reflect the End Date of the participant's latest Education/Job
Training Activity.

Figure 46: Program Completion Date and Credential Summary

Program Information
Date Began Program %  [JeleblbhEl @
Industry Code #* - MAICS 23 - Construction -

Select Green Industry Sector only if you have an Energy Training Partnership, Pathways Out of Poverty,
or State Energy Sector Partniership grant.

Green Industry Sector - Renewable Electric Power -

Has Participant Successfully Completed &
The Program? Yes No

Date of Completion # 02/22/2010 [18

Credential Summary
Attained Credential? # @ vyeg Mo
Type of Credential Attained ® - Cerificate -

MName of Credential

Attained Additional Credentials? # @ yag No

For up to 15 additional credentials, enter the date obtained by clicking on the calendar icon next to each box
and the name of the credential.

6. Fill in credential information, if appropriate. If you select Yes to Attained Additional
Credentials? field, the system displays the additional fields. Fill in the date(s) that any additional
credentials were obtained (up to 15 additional credentials). Date Obtained is a required field
and Name of Credential is optional (Figure 47).
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7. Click Save.

Figure 47: Additional Credentials

isls, snter the date obtained by clicking «n the calendsr icen next to sach box

Additional Craedentials

Date Obtained Name of Credentizl

Im ﬂ ITrucker Learner's Fermit
[o2/02/2012 | R [IT Certificate

roeraoiz ] BB |
[Groaois] BB |

Credential Definition

ETA’s definition of “Number Received Credentials” and “Total Credentials Received” on the ETA-9153
Form includes credentials obtained for participants upon program completion. Credentials obtained
prior to program completion should not be reported in RAD, as they do not align with the definitions of
“Number Received Credentials” and “Total Credentials Received,” and therefore will not be populated
on the ETA-9153 Form. Previously, grantees were able to report a participant as a “successful
completer” and then enter credentials with dates prior to the date of completion. A date validation has
been added to RAD to prevent grantees from misreporting this data element. Credentials with dates
prior to program completion can no longer be entered in RAD.

Please note, all pre-completion credentials can be reported in the “Additional information” section of
the ETA-9153 Form, if appropriate.

Update Program Information

1. Once in the file of the participant you wish to update, click the Edit Program Information Link or
click on the Program Tab (Figure 48).

Figure 48: Edit Program Information Link

Grantee: Montana Electrical Joint ...
Grant No: G]-19874-10-60-A-30
PARTICIPANT SU M MARY Contact: Wesley Stephens 301-303-3030x

Email: wickliffe.larry@dol.gov

Lauber, David 4k Add New Participant
(Participant ID:7168) (edit)

(?_ Edit Program Informatlon)
x_Delete Participant o Add New Activity
v

I#_ Add Other Grant-Funded Service
s Add Note
h

( Program Education or Job Training Other Grant Funded Services Employment and Follow-up Notes Exit Reason Exception/Gap In Service

2. The system displays the Program Info page (Figure 49).

3. Enter any updates to the participant’s program information.
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Note: If the question Has the Participant Successfully Completed the Program? was previously
answered as Yes and you are updating the information to No, any information entered into the
Credential Summary, Additional Credentials, and the Employment and Follow-up tab (i.e.,

Employment information) will be deleted. The Credential Summary, Additional Credentials, and

Employment, and Follow-up Information are all data elements that are only captured after
program completion.

4. Click Save.

Figure 49: Program Info Page
Lauber, David

dp__ Add New Participant
- b
(Participant ID:7168) (edit) - Add Note
[
m Education or Job Training Other Grant Funded Services Employment and Follow-up MNotes Exit Reason Exception/Gap In Service

Program Information

Date Began Program # [l blisly @

Industry Code # - NAICS 23 - Construction

-

Select Green Industry Sector only if you have an Energy Training Partnership, Pathways Out of Poverty,
or State Energy Sector Partnership grant.

Green Industry Sector - Renewable Electric Power

-

Has Participant Successfully Completed @
The Program? '@ Yes ' No

Date of Completion # 02/22/2010 [H

Add Education or Job Training Activity

Note: Users must enter the participant's Program Information before adding Education or Job Training
activities to the participant file.

1. Click on the PARTICIPANTS tab from any page in the RAD system to display the Participants
Overview page.

Click on the name of the participant for whom you want to add a new activity to display the
Participant Summary page.

3. Click the Add New Activity link or the Education or Job Training Tab (Figure 50).

Figure 50: Add New Activity Link

Lauber, David 4k Add New Participant
(Participant ID:7168) (adit) ;

s Edit Program Information

dp  Add New Activity

4 Add Other Grant-Funded Service
h

ds _ Add Note
b

x_Delete Participant

Program Education or Job Training Other Grant Funded Services Employment and Follow-up

Notes Exit Reason Exception/Gap In Service

Summary Industry Code: NAICS 23 - Construction
Green Industry Sector: Renewable Electric Power
Date of Intake: 02/22/2010
Status: Active
Date of Exit: n/a
Type of Exit: n/a
Case Assigned To: Ferguson, Suzanne
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4. The system displays the Education/Job Training Activity page. Click on the Add New Activity
link to add an education or training activity (Figures 51 and 52).

Figure 51: Education/Job Training Activity Page

Lauber, David g Add New Participant
(Participant ID:7168) (adit) _ Add New Activit
gk Add Note
b
Summary Program Other Grant Funded Services Employment and Follow-up Notes Exit Reason Exception/Gap In Service
Training Activity Date Began Date Ended
3 records
Classroom Training Activities 02/22/2010 02/22/2010
Classroom Training Activities 04/05/2010 04/05/2010
Classroom Training Activities 04/09/2010 04/09/2020

Figure 52: Add New Activity Page

Lauber, David 4k Add New Participant
(Participant ID:7168) (adit) !

dh__ Add Note
h
Other Grant Funded Services  Employment and Follow-up Notes Exit Reason Exception/Gap In Service
Add Activity
DateBegan ® | , EE (mm/dd/yyyy)
Choose Training Activity ®  pjazce Sglect -
Date Ended = (mmy/dd/yyyy)

B = =1

5. Enter activity information.
Note: You cannot enter a date that a participant began an education or training activity in the
Date Began field prior to the date that a participant began the program in the Date Began

Program field.

6. Click Save. The system will display the activity on the participant’s summary page.

Update Education or Job Training

1. From the Participant Summary page, click on the Education or Job Training tab or under
Category, click on the Education or Job Training link (Figure 53). The system displays the
Education or Job Training page (Figure 54).
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Figure 53: Education or Job Training Link

Lauber, David $ Add New Participant
(Participant 10:7168) (2dit) 4k Edit Program Information
x Delete Participant :Il_ Add New Activit
i e
?_ Add Other Grant-Funded Service
!"__ Add Note

Program Education or Job Training Other Grant Funded Services Employment and Follow-up Notes Exit Reason Exception/Gap In Service

Summary Industry Code: NAICS 23 - Construction
Green Industry Sector: Renewable Electric Power
Date of Intake: 02/22/2010
Status: Active
Date of Exit: n/a
Type of Exit: n/a
Case Assigned To: Ferguson, Suzanne

ategory Service Date Started Date Ended
Education or Job Training

Classroom Training Activities 02/22/2010 02/22/2010
Classroom Training Activities 04/05/2010 04/05/2010
Classroom Training Activities 04/09/2010 04/09/2020

Other Grant Funded Services

2. Inthe Training Activity section, click the activity you want to update (Figure 54). The system
displays the Update Activity Window (Figure 55).

3. Enter your updates and click Save.

Figure 54: Education or Job Training Page

Lauber, David dh Add New Participant
b

(Participant 1D:7168) (edit) dh  Add New Activity
( 2 Activi
h

4 Add Note
b
Summary Program Other Grant Funded Services Employment and Follow-up Notes Exit Reason Exception/Gap In Service
Training Activity Date Began Date Ended
3 records

Classroom Training Activities 02/22/2010 02/22/2010
Classroom Training Activities 04/05/2010 04/05/2010
Classroom Training Activities 04/09/2010 04/09/2020

Figure 55: Update Activity Window

0

Update Activity

Date Began ® 155775011 | BB (mm/ddlyyyy)

Choose Training Activity % IA::'Er'ti::E;H: Activities ;I

Date Ended [n3730/2012 | BBR (mm/dd/yyyy)
| Reset il Cancel |
Delete Education or Job Training Activity

This function allows users (except Read-Only users) to delete an education or job training activity for an
active participant.

Note: Please be sure to re-certify and re-submit any impacted Quarterly Progress Reports.
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1. From the Participant Summary page, click on the Education or Job Training tab or under
Category, click on the Education or Job Training link. The system displays the Education or Job
Training page.

2. Under the Training Activity section, select the activity you want to delete (Figure 56).

Figure 56: Delete Training Activity

Lauber, David dh_ Add New Participant
h

(Participant 1D:7168) (edit) dh_ Add New Activit
s vity
b
dh_ Add Note
b

Other Grant Funded Services Employment and Follow-up Notes Exit Reason Exception/Gap In Service

Summary Program

Training Activity Date Began Date Ended

3 records
(Classmum Training Actlwtles) 02/22/2010 02/22/2010
Classroom Training Activities 04/05/2010 04/05/2010
Classroom Training Activities 04/09/2010 04/09/2020

3. The system displays the selected Education or Job Training activity window. Click the Delete
Education or Job Training Activity link (Figure 57).

Figure 57: Education or Job Training Window

Lauber, David dh_ Add New Participant
1D h
(Participant ID:7168) (edit) - Add Note

e

( x_Delete Education or Job Training Activity )

Summary Program Other Grant Funded Services Employment and Follow-up MNotes Exit Reason Exception/Gap In Service

Update Activity

Date Began * BB (mm/ddfyyyy)

Choose Training Activity #  ¢j3z5r00m Training Activities

bate Ended n3/22/2010 R (mm/dd/vyyy)

[ve [l vesct |l Concer

4. The system displays the Delete Activity window (Figure 58). To continue with the activity
deletion process, click Delete.
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Figure 58: Delete Activity Window

Delete Activity
Date Began 11/11/2011
Training Activity Apprenticeship Activities
Date Endad 02/20/2012

J_i,'
Delzting the lzst
ill szt th= P d E
Barticipant S ully Campletzd
The Pregram?'' to Mo,

n Activity

#® Other Pragram completion
fizlds will be remavad,
® Empleyment and Follow-up

entrizs will be remaoved,

L] g an Education

Datzbzsz znd then it cannat
be subszquently retrisved.

5. To complete the activity deletion process, click OK (Figure 59).

Figure 59: Delete Confirmation Window

Message from webpage B x|
9

e / Are you sure you want to delete this activity?

| OK I Cancel |

6. The participant’s training activity record is deleted and the system displays a successful activity
deletion confirmation message.

Note: Once you select the delete activity option, the participant’s training activity will be
deleted from the RAD System and data cannot be restored.

Please ensure that any impacted Quarterly Progress Reports are recertified and resubmitted.
Add Other Grant-Funded Services

1. From the Participant Summary page of a participant file, click on the Add Other Grant-Funded
Service link or the Other Grant Funded-Service tab to add grant-funded services that were
provided to the participant (Figure 60).
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Figure 60: Participant Summary Page

Lauber, David b Add New Participant
(Participant [D:7168) (edf) 4 _Edit Program Information
)
x_Delete Participant dh_ Add New Activit
(‘_ Add Other Grznt-Funded Service )
[ — 4
4 _Add Note
[

Summary Program Education or Job Training Other Grant Funded Services Employment and Follow-up Notes Exit Reason Exception/Gap In Service

Summary Industry Code: NAICS 23 - Construction
Green Industry Sector: Renewable Electric Power
Date of Intake: 02/22/2010
Status: Active
Date of Exit: nfa
Type of Exit: nfa
Case Assigned To: Fergusen, Suzanne

Category Service Date Started Date Ended
Education or Job Training
Classroom Training Activities 02/22/2010 02/22/2010
Classroom Training Activities 04/05/2010 04/05/2010
Classroom Training Activities 04/09/2010 04/09/2020
Other Grant Funded Services
Basic Skills Training 08/06/2012 08/20/2012

2. The system displays the Add Service page (Figure 61). Complete all fields and click Save.

Figure 61: Add Service Page

Summary Program Education or Job Training Other Grant Funded Services Employment and Follow-up Notes Exit Reason Exception/Gap In Service

Add Service

Other Grant-Funded Services #

Date Started Service # m (mm/dd/ )

Date Completed

(mm/dd/yyyy)

B = =

3. The system will display the service on the Participant Summary page (Figure 62).
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Figure 62: Participant Summary Page with New Other Grant-Funded Service Added
Home  [NPRRTIGIPANTSN| | REPORTS | ADMIN
Grantee: Montana Electrical Joint ...

Grant No: G]-19874-10-560-A-30
PARTICIPANT SU M MARY Contact: Wesley Stephens 201-203-3030x
Email: wickliffe.larry@dol.gov

Lauber, David 4 Add New Participant
P~ ’ b

(Participant 1D:7168) (dit) &k Edit Program Information
[

x_Delete Participant gk Add New Activity
[

& _Add Other Grant-Funded Service
LI

4k _Add Note
i

. Program Education or Job Training Other Grant Funded Services Employment and Follow-up Notes Exit Reason Exception/Gap In Service

Summary Industry Code: NAICS 23 - Construction
Green Industry Sector: Renewable Electric Power
Date of Intake: 02/22/2010
Status: Active
Date of Exit: nfa
Type of Exit: nfa
Case Assigned To: Ferguson, Suzanne

Category Service Date Started Date Ended
Education or Job Training
Classroom Training Activities 02/22/2010 02/22/2010
Classroom Training Activities 04/05/2010 04/05/2010
Classroom Training Activities 04/09/2010 04/09/2020
( Other Grant Funded Serwces)
Basic Skills Training 08/06/2012 08/10/2012
Assessment Services 08/15/2012 08/20/2012

Update Other Grant-Funded Service

1. From the Participant Summary page of the participant file you want to update, click on the
Other Grant-Funded Service tab or under Category, click on Other Grant-Funded Services
(Figure 63).

Figure 63: Other Grant-Funded Services Link

| Program Education or Job Training Other Grant Funded Services Employment and Follow-up Notes Exit Reason Exception/Gap In Service

Summary Industry Code: NAICS 23 - Construction
Green Industry Sector: Renewable Electric Power
Date of Intake: 02/22/2010
Status: Active
Date of Exit: n/a
Type of Exit: n/a
Case Assigned To: Ferguson, Suzanne

Category Service Date Started Date Ended
Education or Job Training
Classroom Training Activities 02/22/2010 02/22/2010
Classroom Training Activities 04/05/2010 04/05/2010
Classroom Training Activities 04/09/2010 04/09/2020
(Other Grant Funded Serwces)
Basic Skills Training 08/06/2012 08/10/2012
Assessment Services 08/15/2012 08/20/2012

2. The system displays the list of Other Grant-Funded Services (Figure 64).
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Figure 64: Other Grant-Funded Services

Employment and Follow-up Notes Exit Reason Exception/Gap In Service

Summary Program Education or Job Training

Other Grant-Funded Services Date Started Service Date Completed
2 records

Basic Skills Training 08/06/2012 08/10/2012
08/15/2012 08/20/2012

Assessment Services

3. Click on the service you want to update. The system displays the Update Service window
(Figure 65). Enter your updates and click Save.

Figure 65: Update Service Window

Update Service

Other Grant-Funded Services # T -
Date Started Service # 08/15/2012 s (mm/dd/yyyy)

Date Completed 4g/50/2012  BH (mm/dd/yyyy)

Bl = =

Delete Other Grant-Funded Service

This function allows users (except Read-Only users) to delete an Other Grant-Funded service for an
active participant.

Note: Please be sure to recertify and resubmit any impacted Quarterly Progress Reports.

1. From the Participant Summary page, click on the Other Grant-Funded Service tab or under
Category, the Other Grant-Funded Services link. The system displays the Other Grant-Funded

Service page (Figure 66).
2. Click on the Other Grant-Funded Service you would like to delete.

Figure 66: Other Grant-Funded Services

Summary Program Education or Job Training Employment and Follow-up MNotes Exit Reason Exception/Gap In Service

Other Grant-Funded Services Date Started Service Date Completed

2 records
08/06/2012 08/10/2012
08/15/2012 08/20/2012

Basic Skills Training
Assessment Services

3. The system displays the Other Grant-Funded Services page. Click the Delete Other Grant-
Funded Service link (Figure 67).
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Figure 67: Delete Other Grant-Funded Service Link

Lauber, David dh_ Add New Participant
.
(Participant 1D:7168) (odi) s Add Other Grant-Funded Service
.
( % _Delete Other Grant Funded Service ) & Add Note
¥ Add Nate
Summary Program Education or Job Training Employment and Follow-up Notes Exit Reason Exception/Gap In Service

Update Service

Other Grant-Funded Services # [y rrrrrrrrs -
Date Started Service # 08/15/2012 i) (mm/dd/yyyy)

Date Completed 4g/50/2012 208 (mm/dd/yyyy)

[Sve [l vesct [ Corcer

4. The system displays the Delete Service window. Click cancel to exit the deletion process or click
Delete to continue the deletion process. When clicking on delete, the system displays the
confirmation to delete service prompt (Figure 68).

Figure 68: Delete Service Page
Delete Service
Service Assessment Services
Date Started Service 08/15/2012
Date Completed 08/20/2012

o Deleting a Service will result in its
@ remaowval from the RAD Database and
then it cannot be subseguently

retrieved.

oieto [l osor [l carce |

5. To complete the service deletion process, click OK.

Note: Once you select the delete service option, the participant’s grant-funded service will be
deleted from the RAD System and data cannot be restored. The participant’s other grant-funded
service record is deleted and the system displays a successful service deletion confirmation
message (Figure 69).

Figure 69: Confirmation Window

Message from webpage i x|

\ ? ) Are you sure you want to delete this service?

| oK I Cancel l
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The participant’s other grant-funded service record is deleted and the system displays a
successful service deletion confirmation message. Please be sure to recertify and resubmit any
impacted Quarterly Progress Reports.

Add or Update Employment and Follow-up Information

Grantees cannot complete the employment and follow-up section of the participant record file until
after the participant has been reported as successfully completing the education or job training
program, as it aligns with the OMB-approved reporting definition for entered employment on the ETA-
9153 Form.

Note: Completion is recognized by the RAD System when the user enters Yes in the field Has Participant
Successfully Completed the Program? under the Program tab.

1. From the Participant Overview page, click on the name of the participant for whom you want to
add Employment and Follow-up information. The system displays the Participant Summary
page for that participant.

2. Click on the Employment and Follow-up tab (Figure 70) to display the participant’s status for
program completion, employment, and follow-up information.

Figure 70: Participant Summary Page
HOME REPORTS ADMIN

Grantee: Montana Electrical Joint ...
Grant No: G]-19874-10-60-A-30
PARTICIPANT SUM MARY Contact: Wesley Stephens 301-303-3030x
Email; wickliffe.larrv@dol.gov

Lauber, David ?_ Add New Participant
(Participant ID:7158) (edit) g Edit Program Information
b
x_Delete Participant . Add New Activit
i
l’_ Add Other Grant-Funded Service

4k Add Note
i

Program Education or Job Training Other Grant Funded Services Employment and Follow-up Notes Exit Reason Exception/Gap In Service

3. To add a follow-up, click the Add Employment Information link (Figure 71) to display the Add
Employment Information window.

Figure 71: Add Employment Window

Lauber, David dh  Add New Participant
(Participant ID:7168) (adit) .

dh  Add Note
b
Summary Program Education or Job Training Other Grant Funded Services Notes Exit Reason Exception/Gap In Service
Status
h__Add Employment Information

#» The participant has successfully completed the program ( a‘ )
* Number of Follow-ups 0 b Add Lst Qtr Retention
s Employed Mo information L
# 1st Qtr Retention No information & Add 2nd Qtr Retention
& 2nd Qtr Retention No information t

Contact Date Successful Employed Contact Reason Comments
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4. Enter the follow-up information in the required fields in the Add Employment Information
window (Figure 72).

Figure 72: Add Employment Information Window
Add Employment Information

é_:cezzl:ul Contact * ¢~ e @

Contact Date #* I m fmim/ dd )
...... L i Frrrrlt

Mode of Contact # I Plesss Selact ;I

Follow-up Comments ﬂ

400 characters or lass

Gtered Employment ®  ~ oo i ND
Starting Date #* |_ BR (mmiddivivy)

Is Employment Training Related? #* ¢~ e '

No

Industry =t Flacement # I Please Seled .;I

elect Green Industry Sector enly if you have an Energy Training Fartnership, Pathways Out of

=3

v, or State Energy Sector Partnership grant.

Employer Hame

Grean Industry Sector ||:|535E Selec ;I
|
|

Jeb Title

Employment Comments ;I

400 characters or lass

Note: The following sequence is designed to ease the flow of contacting, adding participant employment
information, and following up for participant retention in RAD:

1. If you enter No to Successful Contact, the employment fields become inactive (grayed out).

e Add Contact Date and Mode of Contact regardless if you did not have a successful
contact with the participant.

2. If you answered Yes to Successful Contact, add the contact date and mode of contact. Any
follow up comments are not required, but you can use this field for case management
purposes.

Note: Information entered is the “Follow-up Notes” field is not viewable by ETA. Continue by
entering the employment information section. Indicate Yes or No to Entered Employment.

e If you answer No to Entered Employment, the remainder of the fields in the
employment section become inactive (grayed out).
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e If you answer Yes to Entered Employment, continue by entering the rest of the
employment information.

e If you answer No to ‘Is Employment Training Related?’ the following two fields -
Industry at Placement and Green Industry Sector become inactive (grayed out).

e If you answer Yes to ‘s Employment Training Related?’ select the NAICS code Industry
at placement.

e Select Green Energy Sector only if you have an Energy Training Partnership, Pathways
out of Poverty, State Energy Sector Partnership or Green Jobs Innovation Fund Grant.

3. Click Save. The system displays the Employment and Follow-up summary page with the new
information added at the bottom of the page (see Figure 73). Note: You cannot update the
individual follow-up attempts but you can delete it from the system; however, you can add as

many follow-up attempts as necessary, prior to reporting participant’s employment (or
retention) status.

Figure 73: System displays added contact attempt (Successful or Not)

Lauber, David dh_Add New Participant
(Participant 1D:7168) (=dit) $ Add Note
Summary Program Education or Job Training  Other Grant Funded Services Notes Exit Reason Exception/Gap In Service
Status
# The participant has successfully completed the pragram ,+— Add Employment Information
* Number of Follow-ups 1
P e Add ist Qtr Retention
* Employed No h
# 1st Qtr Retention No information & Add 2nd Qtr Retention
# 2nd Qtr Retention No information !
Contact Date Successful Employed Contact Reason Comments
1. 08/07/2012 No No Add Employment Information No comments

Add 1st Quarter Retention Information

The 1% Qtr Retention link will be enabled when the first quarter following the date the participant
enters employment arrives.

You can hover your curser over the hyperlink to determine the timeframe to add this information.

1. Click the Add 1st Quarter Retention link to enter 1st quarter retention information. The system
displays the Add 1% Quarter Retention Information page (Figure 74).
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Figure 74: Add 1st Quarter Retention Information

Status & Add Employment Information
—

# The participant has successfully completed the program C#,_ Add 1st Otr Retention )

& Number of Follow-ups 1 k

* Employed Yes 04/17/2011 dh__ Add 2nd Qtr Retention

e 1st Qtr Retention No information !

* 2nd Qtr Retention No information

Add 1st Qtr Retention

Successful Contact ® .o s

Contact Date # EE (mmyddfvyyy)
Mode of Contact #*  plgaze Select -

Follow-up Comments

400 characters or less

( Employment Starting Date: 0417 /2011 )

Was the participant still employed between 07/01/2011 and 09/30/20117 #* Yes No

2. Indicate Yes or No to Successful Contact, the Contact Date, Mode of Contact, and any Follow-
up Comments (up to 400 characters). If you enter No to Successful Contact, the field for
employment verification, Was the participant still employed between beginning quarter date
and ending quarter date?, becomes inactive (grayed out). If you enter ‘Yes” to ‘Successful
Contact’, you may answer the employment verification question.

3. Click Save. The system displays the Employment and Follow-up window, showing the added
follow-up information at the bottom of the window. You cannot update the individual follow-
up attempts, but you can delete them from the system. You can add as many follow-up
attempts as necessary, prior to reporting participant’s employment (or retention) status.

Add 2nd Quarter Retention Information

The Add 2nd Quarter Retention link (Figure 75) will be enabled when the second quarter following the
date participant Entered Employment arrives, and only if a participant was reported as Yes for 1*
Quarter Retention. You can hover your curser over the Add 2™ Quarter Retention link to determine the
timeframe to add this information.
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Figure 75: Add 2nd Quarter Retention Link

Status P -
]
® The participant has successfully completed the program dh_ Add 1st Qtr Retention
® Employed: Yes i
& Number of Follow-ups: 2
® 1=t Qtr Retention: Yes [ 2 cte
® Znd Qtr Retention: Mo information !
The £dd Znd Qtr Retention hyperlink
i vill be enabled on 07/01/2012,
Employment 2 Follow-up(s)
Contact Date Successful Employed Contact Reason Comments
1. 04/15/2012 Yes Yes Add ist Qtr Retention No comments
2. 0z/25/2012 Yes Yes Add Employment Information No comments

1. Click the Add 2™ Quarter Retention link. The system displays the Add 2nd Quarter Retention
Information page.

2. Repeat the steps in the To Add 1st Quarter Retention Information section.

Deleting Employment and Follow-Up Activities

1. All RAD users have the ability to delete employment and follow-up information for their
participants in the event that the employment information entered is incorrect.To delete the
employment and follow-up retention activities, select the hyperlinked activity listed underneath
Contact Reason in the Employment and Follow-Up Status page.

2. The system displays a view only page of the selected activity entry. Select Delete Add
Employment Information, located underneath the participant name and ID (Figure 76).

Figure 76: Delete Add Employment Information Link

Grantee: Montana Electrical Joint ...

Grant No: G]-19874-10-50-A-30
EM PLOYM ENT AN D FOLLOW- U P Contact: Wesley Stephens 301-303-3030x
Email: wickliffe.larry@dol.gov

Lauber, David
(Participant ID:7168) (edit)

4k _Add Note
b
‘ x_Delete Add Employment Information ’

dp_ Add New Participant
b

3. A window displays indicating that the employment record for the participant will be deleted.
Select Delete to proceed, or Go Back to Cancel.

4. Select OK to delete the employment information entry. This action will also delete any follow-
up retention activities entered into the system related to the employment entry.

Exit Reason Exception/Gap in Service

The Exit tab has recently been renamed the Exit Reason Exception/Gap in Service tab.
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What is Exit?

Exit occurs when a participant has not received grant-funded services for 90 consecutive calendar days,
regardless of the reason for 90 days of inactivity (e.g., drop out, completed all training activities, etc.). A
participant who has ‘exited’ the training program is called an ‘exiter.” The RAD system will exit a
participant from the system if that participant has not received a grant-funded service for 90
consecutive calendar days. In order for ETA to compute Common Measures data, RAD will record the
date of exit of the participant. The date of exit, along with employment status and social security
numbers, is used to calculate Common Measures (e.g., because they are considered unemployable).

Exit Reason Exception

A participant needs to be auto-exited by the system before an exit reason exception can be reported in
RAD. Exit occurs when 90 days have passed from the end date of the last grant-funded service for all
participants. Most exiters from your training program will fall under a normal exit after 90 days have
passed from the end date of the latest grant-funded service (e.g., drop out, completed all training
activities, etc.), however, several rare exceptions to the normal exit policy consider a participant
‘unemployable.” If a participant meets one of the exit exceptions, please select the exit reason
exception (Figure 77). These exceptions include:

e Institutionalized

e Health or Medical

e Deceased

e Family care

e Military

e Transferred or Relocated
e Retirement

Figure 77: Exit Reason Exceptions

Exit Reason Exception

Exit Reason Exception # Not Selected
A participant needs to first be auto-
exited by th

Institutionalized reason exce
Health or Medical

ate of the | grant-
for all participants. If 3
ts one of the exit

ase select the exit

Deceased

Family Care

Military

Transfered or Relocated
Retirement

icipant that exits and
one of the listed

ns should not have an
exit reason exception selected.

If the participant exits the training program due to one of the reasons listed above, they will not be
included in the calculations for Common Measures Results tracked and reproved by ETA.

Note: Any participant that auto-exits and does not meet one of the listed exception reasons should not
have an exit reason exception selected.
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To Add an Exit Reason Exception
1. Click on the Exit Reason Exception/Gap in Service Tab
2. Under the Exit Reason Exception heading, select the participant’s exit reason exception.

3. Click Save. A window will appear “Are you sure you want to add this Exit Reason Exception?” Hit
OK.

4. A History Log will track the participant’s Gap in Service and Exit Reason Exception entries.

Add or Update a Gap-in-Service (Delay Exit)

Normally, the RAD system will handle exiting participants automatically (90 days from the end date of
the latest activity or service). However, in certain situations, you may need to delay a participant's exit
by adding a Gap-in-Service. A Gap-in-Service has a maximum period of 180 days. The participant must
intend to return to grant-funded activities once the Gap-in-Service ends and must meet one of the
following criteria:

e Delay before beginning of training (for example, a summer break)
e Health or family care issues
e Temporary move from the area
To add or update a gap-in-service:
1. From the Participants Overview page click on the name of the participant for whom you want
to add a Gap-In-Service. The system displays the Participants Summary page of the selected
participant.

2. Click the Exit Reason Exception/Gap in Service tab (Figure 78).

Figure 78: Exit Reason Exception/Gap in Service Tab

Lauber, David 4k Add New Participant
h
(Participant 1D:7168) (edit) ok Edit Program Information
b
x_Delete Participant g Add New Activity
|

.+_ Add Other Grant-Funded Service
b _Add Note
h

Program Education or Job Training Other Grant Funded Services Employment and Follow-up Notes Exit Reason Exception/Gap In Service |

3. The system displays the Exit page (Figure 79).
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Figure 79: Exit Page

Lauber, David dh_ Add New Participant
P . h

(Participant ID:7168) (adit) $ Add Note

b

Summary Program Education or Job Training Other Grant Funded Services Employment and Follow-up Notes

Gap in Service

Gap in Service Exception # Not Selected -

O A Gap in Service may be entered if the

Date that the Gap in Service T 5 =¥ participant is active and has not been

Began ® g l—/—"ii E auto-exited.

Projected Date that the Gap in E

Service Ends

Exit Reason Exception

Exit Reason Exception # Mot Selected

W A participant needs to first be auto-

¥ exited by the system before an exit
reason exception can be reported. Exit
occurs when 90 days have passed
from the end date of the last grant-
funded service for all participants. If a
participant mests one of the exit
exceptions, please select the exit
reason exception.

Note: Any participant that exits and
does not meet one of the listed
exception reasons should not have an
exit reason exception selected.

=
4. Select the reason for the Gap in Service from the drop down menu (Figure 80).

Figure 80: Gap in Service Exception Reasons

Gap in Service

Gap in Service Exception # Mot Selected -

o y A Gap in Service may be entered if the
Mol Selected o participant is active and has not been
auto-exited.

Date that the Gap in Service
Began #

Delay before beginning of training

Temporary move from the area

Projected Date that the Gap in Health/Medical reason or Family care
R

Service Ends #

5. Enter the Date that the Gap-in-Service Began and the Projected Date the Gap in Service Ends.

Note: The begin date for the Gap-in-Service cannot be greater than 90 days (in the future) from
the current date. The end date cannot be greater than 180 days from the begin date.

6. Click Save. An active Gap-in-Service will override the System's auto-exit process and prevent a
participant from being auto-exited in RAD.

7. To update Gap-in-Service Information, follow the steps above. All fields may be updated, but
the total period may not exceed 180 days.

Note: You will not be able to update the fields if the participant has already exited. If
appropriate, an exited participant can be reactivated to allow a Gap in Service to be added.
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REPORTS

The Reports function tab in RAD will produce various reports to help you manage your ARRA grant.
There are several options to select to run reports about your participant files, as shown in Figure 81:

e Grantee Quarterly Performance Report
e Participant Export

e Participant History

e Participant Employment Retention

Figure 81: Reports Tab

Submitted QPR |

Grantee: Montana Electrical Joint ...
REPORTS Grant No; G1-19874-10-60-A-30

Contact: Wesley Stephens 301-303-3030x

Email: wickliffe.larry@dol.gov

> Grantee Quarterly Performance Report (GJ-19874-10-60-A-30)

> Participant Export

> Participant History

> Participant Employment Retention

Grantee Quarterly Performance Report (QPR)

The Quarterly Progress Report consists of two reports, the ETA-9153 Form, also known as the Quarterly
Performance Report, and the Quarterly Narrative Report.

This module allows RAD System users to perform the following actions:

e Build/Submit the ETA-9153 Form by Authorized Grantee Representative
e Build ETA-9153 Form for view/print by all users (excluding Read-Only users)
e View/Print Submitted ETA-9153 Forms by all users (excluding Read-Only users)

Build or Submit the Grantee Quarterly Performance Report

All users (except Read-Only users) may build, view, and print a Grantee Quarterly Performance Report
(ETA-9153 Form). However, only the Authorized Grantee Representative's login password provides
access to the Grantee Quarterly Performance Report (ETA-9153 Form) that allows for saving remarks,
uploading the Narrative Report and other Supplemental Files (up to four files), and certifying and
submitting the entire Quarterly Progress Report with the Authorized Grantee Representative's PIN.

1. Logintothe RAD System as an Authorized Grantee Representative. The system displays the
RAD system home page.

2. Click on the Reports tab. The system displays the Reports page (Figure 81).
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3. Click the Grantee Quarterly Performance Report link.
4. The system displays the Reports — select Case Manager and Program Year page (Figure 82).
Figure 82: Reports — Select Case Manager and Program Year
Grantee: Montana E\ectricalljoint
REPORTS Contact: Wesley Stephens 301-303-2030
Email: wickliffe.larrv@dol.aov
Case Manager: | All ’T
Program Year: | 2009 E|
5. Select the Case Manager and Program Year.
6. Click Submit.
Note: If a user is not assigned to any participants, the user’s name will not appear in the drop-
down list.
7. The Reports — Select Quarter screen is displayed (Figure 83).
8. Select the quarter for the ETA-9153 Form you wish to build.
Note: You may build a report for a quarter that has not yet ended, but you may not certify or
submit for that quarter until the quarter ends. In addition, you may not select a quarter that is
in the future.
Figure 83: Select a Quarter for the QPR
Grantee:
REPORTS porbme e
Email:
Case manager: All
Program Year: 2009
Current Month: 11
Quarter 1 e Quarter 2 & Quarter 3 (o Quarter 4 0
(10/01/2009 - 0 (04/01/2010 -
12/31/2009) 06/30/2010)
9. Click Printable Report to display a Portable Document Format (PDF) version of the ETA-9153
Form (5 pages) that is only for viewing and printing.
10. Click Build Report to display the ETA-9153 Form that can be certified and submitted under the

Authorized Grantee Representative's login password and PIN.
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11. Please visit http://www.doleta.gov/performance/reporting/pdf/ARRA HGEI Std Qtrly.pdf to
view a sample of the ETA-9153 Form.

12. If Build Report is selected, the following actions may be performed by the Authorized Grantee
Representative prior to certifying and submitting the QPR:

e Enter remarks in Section F- Report Certification/Additional Comments (optional)
(Figure 84)
e Upload the Narrative Report and other supplemental files

Figure 84: QPR Part F Grantee Remarks
F. Report Certification / Additional Comments

Grantee Remarks: ;I

k2|

Name of Grantee Certifying Official: Telephone Number: Email:
Joe Ableman 444-422-2123 jadavji.naseem@dol.gov

Public Burden Statement: Persens are not required to respond to this collection of information unless it displays a2 currently valid OMB
number. Public reporting burden for this collection of information, which is required to obtzin or retain benefits (Pl 106-107, Sec 8), is
estimated to averzge 16 hours per response, including time for reviewing instructions, searching existing datzs sources, gathering and
maintzining the data needed, and completing and reviewing th= collection of infoermation. This is public infoermation and there iz no
expectation of confidentizlity. The reason for the collection of information is general program oversight, evaluation and performance
assessment. Send comments regarding the burden estimate or any other aspect of this collection of information, including
suggestions for reducing this burden, to the U.S. Department of Labor, ETA, Rm N-4643, 200 Constitution Avenue, NW, Washington,
DC 20210.

13. To upload the required Narrative Report perform the following steps:

e C(Click Browse next to the Narrative File field (Figure 85).

e Navigate to the desired document you want to upload. You may upload files in
Microsoft Word, Microsoft Excel or Adobe Acrobat (PDF). The maximum file size is
2.1MB.

14. You may upload a maximum of four Supplemental Files (optional) as attachments to the
Quarterly Progress Report. Select a file type from the Choose a file type list. The file type
options are Timeline, Success Story, or Other.

Note: If you do not select a file type for the Supplemental File, the document will not upload.

Figure 85: QPR Narrative Section

Narrative:

One Marrative Report is required and 4 supplement Files are Opticnzal. A narrative must be included in order to submit the final
report.
Narrative File: * || Browse... |
Supplemental File: | Browse... ] [cheoese = file tye=... =]
Supplemental File: I Browse... | Choos=s = fil= tyos vl
Supplemental File: | Browse... | [choese = fite type... =]
Supplemental File: I Browse . | If-w-::s: = fil= tyocs -I
Allowed file types: doc.docox,. dotx, pdf, potx,. ppt. ppbx. bt xls, xlsx, xltx.
Max file size: 2.1MB
Delete a file: Click the X icon.
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15. Enter the Grantee's PIN and click Certify to submit the Quarterly Progress Report (Figure 86).

Figure 86: QPR PIN Field

pIn: |

16. When the Report is submitted, the system displays the following message: You have
successfully submitted the QPR.

After a Quarterly Progress Report is submitted, it may still be rebuilt and resubmitted by the
Authorized Grantee Representative. The uploaded Narrative File and Supplemental File(s) may
be deleted and replacement files may be uploaded.

To do so, the Authorized Grantee Representative would rebuild the same report, and then click
the red x next to the beginning of the file name to be deleted (Figure 87). The Authorized
Grantee Representative must enter the PIN to recertify/resubmit the updated Report.

Figure 87: QPR with Narrative and Supplemental Files
Narrative:

One Narrative Report is required and 4 supplement Files are Opticnal. A narrative must be included in order to submit the final
report.

Existing: 1.xls> Narrative Report
Existing: Other
Existing: Other
Existing: Other
Existing: Other
Allowed file types: doc.docx, dotx, pdf, potx, ppt. pptx, txt. xls, xlsx, xItx.
Max file size: 2.1MB
Delete a file: Click the X icon.

View and Print a Submitted Quarterly Progress Report

The Quarterly Progress Report (including the attached Narrative Report file and Supplemental files) that
have been certified and submitted may be accessed by users for viewing and printing from the Reports
window.

Note: This method allows report viewing and printing by all users (except Read- Only users). No changes
can be made to the ETA-9153 Form, the Narrative Report, or the Supplemental file(s) through this
viewing method. Only the Authorized Grantee Representative has the permission to replace attached
files, recertify, and resubmit the report as outlined in the previous section, Build and Submit the
Quarterly Progress Report. Authorized Grantee Representatives and Administrators will be able to view
data on all participants. Area Cases Managers can only see data on participants in their domain, and
Case Managers will only see data for their own caseload/participants.

To view and print a submitted quarterly progress report:

1. From any page in the RAD system, click on the Reports tab. The system displays the Reports
page.
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2. Click the Submitted QPR link in the top left corner of the page (Figure 88).

Figure 88: Reports Window

Home | earicieants [JJREORTSH| AoMiN

Submitted QPR |

Grantee: Montana Electrical Joint ...
Grant No: GJ-19874-10-60-A-30

REPORTS Contact: Wesley Stephens 301-303-3030x

Email: wickliffe.larrv@dol.gov

> Grantee Quarterly Performance Report (GJ-19874-10-60-A-30)

> Participant Export

> Participant History

> Participant Employment Retention

The system displays the Submitted Reports page (Figure 89), with all submitted reports, along with the
program year and quarter the report was submitted.

Figure 89: Submitted Reports Page

Grantee

SUBMITTED REPORTS ki

Email

Program Year Quarter Report Narratives

2010 1 report 12
2009 4 /’-::‘."_’ 12345

1. To view a submitted report, perform the following steps:

e Click the link for the desired report. The system displays the ETA-9153 Form in PDF
format (5 pages) including remarks.
e C(Click the print icon on the PDF menu bar to print the report.

2. To view Quarterly Progress Report attachments (for example, Narrative Report and
Supplemental Reports):

e Each attachment is represented by a number in the Narratives column. Click the
number corresponding to the attachment you want to display. The Narrative Report is
represented by '1' and each Supplemental file is represented by the numbers '2' through
'5' depending on the number of attached files.

e Save the report to the desired location.

e Open the file to view the report.

e Print the report from the open file.
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Participant Export Report

All users except Read-Only users may access and run the Participant Export Report. The Authorized
Grantee Representative and Administrators may access all participant data. Area Case Managers may
only access participant data in their own domain, and Case Managers may only access their own
caseload/participants.

1. From any page in the RAD system, click on the Reports tab. The system displays the Reports
page.

2. Click on the Participant Export link (Figure 90).

Figure 90: Participant Export Link

nowe | parricieants  [REPGRISHN| AomiN

Submitted QPR |

Grantee: Montana Electrical Joint ...
REPORTS Grant No: GJ-19874-10-60-A-30

Contact: Wesley Stephens 301-303-3030x

Email: wickliffe larry@dol.gov

> Grantee Quarterly Performance Report (GJ-19874-10-60-A-30)

(> Participant Export )

> Participant History

> Participant Employment Retention

3. The system displays the Participant Export Criteria page (Figure 91).
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Figure 91: Participant Export Criteria Page

PARTICIPANT EXPORT REPORT - CRITERIA

Grantee: Montans Elsctrical Joint ...
Grant No: G1-15874-10-60-A-30

Contact: Wesley Stephens 301-303-3030x

Email: wickliffe.larry@del.gov

(-] Filter by a Selected Milestone

Returns participant cases with the selected
criteria

Milestones

Date of Intake
(everyone)

! Inactive

{no Education/Job Training or Other Grant Funded Service activities added)

) Total Participants Served

(Education/job Training activity or Other Grant Funded Service added)

B Participant Served but hasnt began training program

{Other Grant Funded Service added, but no Education/Job Training added)

B Participant Served and has Began Training program

(Education/lob Training added; but hasn't completed program)

Cases Assigned To

Check All

Users

] Caudle, June - Administrator

D De Yong, Adam - Administrator

D Ferguson, Suzanne - Administrator
D Huseby, Rhonda - Case Manager
D Lewis, Brian - Case Manager

D Love, Joyce - Administrator

D Marsh, Michelle - Administrator

D Stephens, Wesley - Grantee

B Completed Program
{but hasn't begun employment yet])

! Started Employment
(but hasn't completed 1st Qtr Retention)

! Completed 1st Qtr Retention
(but hasn't completed Znd Qtr Retention)

B Completed 2nd Qtr Retention

@ Al Employment
(based on Starting Date)

Status
Returns participant cases for the selected
status

All (=]

4. You can filter participant export report by selecting the criteria for which to run your report:

e Selected milestones
— Date of Intake (everyone)
— Inactive (no Education/Job Training or Other Grant Funded Service activities
added)
— Total Participants Served but hasn’t began training program (Other Grant
Funded Services added, but no Education/Job Training added)
— Participant Served and has Began Program (Education/Job Training added; but
hasn’t completed program)
— Completed Program (but hasn’t begun employment yet)
— Started Employment (but hasn’t completed 1* Quarter Retention)
—  Completed 1* Quarter Retention (but hasn’t completed 2™ Quarter Retention)
—  Completed 2™ Quarter Retention
— All Employment (based on Starting Date)
e Participant Status
— Inactive
— Active
— Exit
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e Case Manager(s)
— To see only one Case Manager’s participants, select the Case Manager by
checking the box next to their name.
e To see data on all participants, click the Check All hyperlink.
5. Click Run to generate the confirmation page for the Participant Export Report. Select the
Program Year and Date Selection, organized by Quarter, Cumulative or Date Range.

6. Click Build Report. The system displays a window requesting that you click Open to display the
Excel report or to save the report as a file on your computer.

7. Click Save to save the file to a desired location or click Open to view the report.
8. When you click the Open button, the system displays the report in Excel with the following tabs:

e Participant Information

e Demographic Information
e Program Information

e Training

e Services

e Employment

e Notes

Each tab consists of information collected on participants that has been input into the RAD
system (Figures 92-98).

Figure 92: Participant Information

Figure 93: Demographic Information
Demographic Information

75658 |Eligible Veteran

75658 |Limited English Proficient
75659  |Eligible Veteran

75660 High School Dropout
75677 _ |Eligible Veteran

75699 High School Dropout

Figure 94: Program Information

Program Information

5502 02/22/2010 MNAICS 23 - Construction
5574 05/10/2010 MNAICS 23 - Construction
5579 02/19/2010 NAICS 23 - Construction
5676 02/19/2010 NAICS 23 - Construction
5681 04/12/2010 NAICS 23 - Construction
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2010

Figure 95: Training

Date End Date Training Activity

08/08/2011

Apprenticeship Actvities

09/08/2011

09/09/2011

On-the-Job Training Activities

09/13/2011

09/13/2011

Classroom Training Activities

08/01/2010

08/30/2011

Apprenticeship Activities

09/06/2010

08/21/2011

Apprenticeship Activities

01/01/2010

08/10/2011

On-the-Job Training Activities

08/01/2010

08/08/2011

Classroom Training Actvities

04/03/2011

Classroom Trainina Activities

Figure 96: Services

Placement Services
75659|09/01/2011 Assessment Services
75660(09/02/2011 Basic Skills Training
75700|02/03/2011 (02/18/2011 |Job Placement Services
75700[08/05/2010 |[01/06/2011 [Supportive Services
75703|01/04/2011 Basic Skills Training
75704|08/10/2010 |08/10/2011 |Case Management Services

Figure 97: Employment

73659 Addison, Sally

75659(09/05/2011 Hopkins, Latrell

Richard Posea is a test participant.
This partidpant should be exited scon.

Figure 98:

Notes

75660[05/08/2011 Latrelle, Louis

The intake date for the partiapant is greater than the date he entered in the educaticn or job training program

Participant History

Report

All users except Read-Only users may access and run the Participant History Report. This Report displays
a complete, separate history for each participant assigned to the selected user(s). The Authorized
Grantee Representative and Administrators may access all participant data. Area Case Managers may
only access participant data in their own domain, and Case Managers may only access their own

caseload/participants.

1. From any page in the RAD system, click on the Reports tab. The system displays the Reports

page.

2. Click on the Participant History link (Figure 99).
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Figure 99: Participant History Link

HOME | parricieants [SNREPORTSIN | ADMIN

Submitted QPR |

Grantee: Montana Electrical Joint ...

REPORTS Grant No: G1-19874-10-60-A-30

Contact: Wesley Stephens 201-303-3030x
Email: wickliffe.larrv@dol.gov

> Grantee Quarterly Performance Report (GJ-19874-10-60-A-30)

> Participant Export
> Participant History

> Participant Employment Retention

3. The system displays the Participant History Criteria window (Figure 100).

Figure 100: Participant History Criteria Window
Grantee: Montans ERCTrical Jint ...

PARTICIPANT HISTORY REPORT - CRITERIA e L e

Contact: Weslsy Staphens 301-303-3030x
Emall: wickiife, ey 0, o0y

a Filtar by o Salected Hilmatone

fclorra parficipant cazca wilh Bc sclccicd onifler

& oo hm aned Ta

= Check All

Lig=rs
D Caudiz, Juns - Administratar

5 Inactive

[T ———
[na EducatianJab Tralning or Dther Grant Fundad Sarvice acthities sdded)
2 Total Participants Tarved O
[Educatian/jon Training activity ar Othar Grant Funded Service added) Hugeny, Ananca - Case Manager
a4 Participant Servad but hasn't bagan tralning program D Lewrls, Brian - Cage Manager
[Other Grant Fundad Sarvice added, but no Bducatian/Jab Tralning added)
[ ad
-+ Participant Saryed and has Bagan Training program
[Educatian/ab Training addad; but hasn't compisted program) ] searsn, michese - acminiszrator
i Compisted Srogram [ zteonens, wesiey - Grantes
[but MEct bagun smpkaymant yat)
" Startad Empaymant
[but hEst campiatad 15t Qtr Ratantian)
" Completed 15t Qtr Amtantion
[but hEst campiatad 2nd Qtr Ratantian)

o Camplstad 2nd Qtr Ratentian

5 am Employment
[basad an Starting Date)

O Fangusan, Suzanns - Administratar

D Lowe, Joyos - Administratar

of coxca for B aclccics atzia

| Run i Resct I Cancel

63



RAD System User Guide August 2012

4. You can filter participant history report by selecting the criteria for which to run your report:

e Selected milestones
— Date of Intake (everyone)
— Inactive (no Education/Job Training or Other Grant Funded Service activities
added)
— Total Participants Served (Education/job Training activity or Other Grant Funded
Service added)
— Participant Served but hasn’t began training program (Other Grant Funded
Service added, but no Education/Job Training added)
— Participant Served and has Began Training program (Education/Job Training
added; but hasn’t completed program)
— Completed Program (but hasn’t begun employment yet)
— Started Employment (but hasn’t completed 1st Qtr Retention)
— Completed 1st Qtr Retention (but hasn’t completed 2nd Qtr Retention)
— Completed 2nd Qtr Retention
— All Employment (based on Starting Date)
e Participant Status
— Inactive
— Active
- Exit
e Case Manager(s)
— To see only one Case Manager’s participants, select the Case Manager by
checking the box next to their name.
— To see data on all participants, click the Check All hyperlink.
e Selected Output
— Click on the button to select PDF or Excel for your generated reports.

Click Run to generate the confirmation page for the Participant History Report. Select the
Program Year and Date Selection, organized by Quarter, Cumulative, or Date Range.

Click Build Report. The system displays a window requesting that you click Open to display the
report or to save the report as a file on your computer.

Click Save to save the file to a desired location or click Open to view the report (Figure 101).
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Figure 101: Participant History Report
Participant History Report

Az 0f0S-28-2011 1202 PM
9 Paricipants

Tom Hokeman (Participant ID: 75658)

Participant Status: Active
Intake Date: oe/o&e/2011
Address 123 Elm Street Rockville 1A 21234
Gender Female
Ethnicity Not Hispanic/Latino
Race Asian
Education High School graduate or equivalent
Birth Date 01/0er1o84
Age at First Grant 28
Service =
SSN Entered No
Demographic Eligible Veteran; Limited English Proficient;

Training Information
Training Name Start Date End Date
Apprenticeship Activities 10/1v2010 08/08/2011

Service Information
Service Name Start Date End Date

Program Completion and Credential Information

Has Participant Successfully - Attained Credential Additional
Completed The Program? Complefian Date Credential Type Credential
Yes 0s/0ev2011 Yes Certificate Yes
Employment
Entered & Employment Training 5 Green Employment
Employment = g Date Related & try Industry Retention
No information n'a n'a nfa na ;g :§ :5::&“«
Exit
Exit Type Exit Date Exit Reason
n/a na n'a

Participant Employment Retention Report

All users except Read-Only users may access and run the Participant Employment Retention Report.
This Report displays a complete, separate history for each participant assigned to the selected user(s) to
track 1% Quarter and 2™ Quarter Retention information. This will allow the grantee to identify all
participant files that require follow-up activities to track retention information.

The Authorized Grantee Representative and Administrators may access all participant data. Area Case

Managers may only access participant data in their own domain and Case Managers may only access
their own caseload/participants.

1. From any page in the RAD system, click on the Reports tab. The system displays the Reports
page.

2. Click on the Participant Employment Retention link (Figure 102).
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Figure 102: Participant Employment Retention

HOME | parTicipaNTs [JNREPORTSHN| ADMIN

Submitted QPR |
Grantee: Montana Electrical Joint ...
REPORTS Grant No: G1-19874-10-60-A-30
Contact: Wesley Stephens 201-303-3030x
Email: wickliffe.larrv@dol.gov

> Grantee Quarterly Performance Report (GJ-19874-10-60-A-30)

> Participant Export

> Participant History

> eticioant Employment Retention )

3. The system displays the Participant Employment Retention Criteria window (Figure 103).

Figure 103: Participant Employment Retention Criteria Window

Grantee: Montana Electrical Joint ...
Grant No: G1-19874-10-60-A-30

PARTICIPANT EMPLOYMENT RETENTION - CRITERIA Contact: Weslay Stephens 301-203-3030x
Email: wickliffe.larrv@dol.gov

] Filter by a Selected Milestone Cases Assigned To
Returns participant cases with the selected Check All
criteria

Milestones Users

Started Employmeant D Caudle, June - Administrator
(but hasn't completed Lst Qtr Retention) D Da Yong, Adam - Administratar

Completed 1st Qtr Retention
{but hasn't completed 2nd Qtr Retention)

Completed 2nd Qtr Retention

D Ferguson, Suzanne - Administrator

D Huseby, Rhonda - Case Manager

All Employment D Lewis, Brian - Case Manager
(based on Starting Date) D Love, Joyce - Administrater

] Marsh, Michelle - Administrator

D Stephens, Wesley - Grantee

Status
Returns participant cases for the selected
Status

All [=]

| Run [l Recet I cancel

4. You can filter participant employment retention report by selecting the criteria for which to run
your report:

e Selected Milestone
—  Started Employment (but hasn’t yet completed 1°* Qtr Retention)
— Completed 1° Quarter Retention (but hasn’t completed 2™ Qtr Retention)
—  Completed 2™ Qtr Retention
— All Employment (based on Starting Date)
e Participant Status
— Inactive
— Active
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- Exit
e Case Manager(s)
— To see only one Case Manager’s participants, select the Case Manager by
checking the box next to their name.
— To see data on all participants, click the Check All hyperlink.

5. Click Run to generate the confirmation page for the Participant Employment Retention Report.
Select the Program Year and Date Selection, organized by Quarter, Cumulative or Date Range.

6. Click Build Report. The system displays a window requesting that you click Open to display the
Excel report or to save the report as a file on your computer.
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